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EXECUTIVE OFFICE OF THE PRESIDENT 


. BUREAU OF THE BUDGET 
ace - ae ae oe WASHINGTON 25, D.C, 


‘December 22,199 CIROUIARNO. A“? 
- BS ye ae - Transmittal Memorandum No. 7 0 


10 THE HEADS OF EXECUTIVE DEPARTMENTS AND ESTABLISHMENTS 7 ae 


SUBJECT: Amendnent to Standardized Government Travel Regulations = 
_ Travel Expense Act of 1919 | ae 


a! This transmittal memorandum to Bureau of the Budget Circular 
|. No. Ae7 Revised, dated July 6, 1918, notifies departments and 
_ establishments of the approval. by the Director of the Bureau of the | ins 
Budget of an amendment to Paragraph 45 of the Standardized Government — a 
Travel Regulations. This amendment revises the maximum per diem a 
allowances in lieu of subsistence for travel in numerous foreign areas i 
effective December 21, 1919, : | es : 


‘The maximum rates are as shom in Appendix I attached. | a ae go) 


FRANK PACE, JR. 
Director 
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LOCALITY 


: Afghani stan 


Alaska 
Albania 


Algeria 


Andorra - 


Anglo-Beyptien Sudan 


Angola 
Argentina _ 


Australia 
‘Austria 


Bahamas 


- Basutoland — 


Bechuanaland 
Belgian Congo 


- Belgium 
- Bermuda 


Brazil 
British Honduras. 
British Guiana 


British Somaliland 


British West Indies 
Bulgaria - 

Burma 

Canada 


Ceylon 
Chile 


Colombia 

Costa Rica 

Cuba 

Cyprus 
Czechoslovakia 
Denmark . . 
Dorinican Repub’ 
Ecuador. 

Egypt 

Estonia | - 
Fiji Islands — 


France, except Paris 


French Guiana 
French Indo-China . 
French West Africa. 
French West Indies 
Ganbia : 


Germany 
Gibraltar 


an at eneene nk mentee ai 


on 
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- Appendix I 
LOCALITY _ -_ _. PER DIEM RATES 
Gold Coast a $$ 6.00 
Great Britain and North 

trelane except London - 8.00 

Haiti 11.00 
Hawaii. 11.00: 
- Hong. Kong 10.00 
Hungary - 10.00 — 
-. Ieeland 10.00. 
Indonesia: 10.00 
Tran 12.00 
 Traq 10.00 
- Israel 13.00 
Italy, except Rome 10.00 
a | apan 6.00: 
Jordan 12.00 
Kenya 6.00 
Korea 6.00 | 
Latvia 22.00. 
Liberia 11.00 
Libya 6.00 
‘Liechtenstein 12.00 
Lithuania 22.00 
London, #ngland 10.00 
Madagascar 8.00 
Malaya, Federation of 10.00 
' Malta and Gozo 10.00 
- Mexico 8.00 
Mozambique 10.00 
_ Netherlands West Indies 13.00 
Newfoundland 10.00 
New Zealand — 6.00 
| Nigeria 6.00 
Norway — 10.00 
“Nyasaland 6.00. 
Pakistan 12.00 
Palestine 13.00 
Panama is 31.00 
Paraguay. . 7200 | 
Paris, France - 14.00. 
: Peru» ; 8.00 
ame al » ‘Tapubite of 18,00 


 sereanentrtoetiein hrm paermras torenretrtiartAt Minette eiremrra wr tainter Ante nt Menten a Ae ys ee ete ce nema 


a 


_ Approved For Reléasé-2006/11/06 : CIA-RDP81-00728R000100010030-0. Bh 


 WOCAEITY. PER DIEM RATES Locate ss PER DIEM RATES 


Portugal y ‘except Azores” $11.00 aa ‘sweden’ eae Bee ae $10.00 
| and Madeira Islands = = =———s Switwerland ttiti«*sS 12.00 
a Azores and Madelre Ise 7.00 Tanganyika 6,00 
| f Puerto Rico | 12.00 - Thailand oe 19.00 
| | Rhodesia, Northem == 6.00 Tunisia = 22,00 : 
g | ' Rhodesia, Southern 6,00 - furkey Ln ie 14.00 aS 
| | ee , e : 4 
Rome, Italy 14.00. | Uganda eC! ee 
| | Rumania 16.00 Ss Union of South Africa = (sG00 tits 
. . SLerra Leone ae 6.00. Union of Soviet Socialist sai ee : 
| + Singapore 10.00 Republics : 22000 
| . Southwest Africa 6,00. Uruguay bee ~ 12.00 
|: Spain except Canary oe  Vatiean City | 14.00 _ .. os 
Islands — 10.00 Veneguella + 22,00 mee 
«Canary Islands = «G00 Virgin Islands — 100 | | 
; Surinam nie TAL oko AO GOO taldh Yugoslavia - : 18.00 _ 
Swaziland | 6.00 — Other localities © 9.00 4 


| 
| ; 
i 
i i 
{ 
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: oo Office Memorandum * UNITED STATES GOVERNMENT | 
i TO oy Management Officer _ : . | B aia ee bee -_ DATE: 19 December Iho | 
| FROM : Budget Officer | : | | | 
* SUBJECT: . Revision of Administrative Instruction[__] a at | i set Ser . | 
| Sn . ae | a | , | : . 
| ed | ? 2: mes - ; = 
_—- ae . ol. The attached draft of the proposed revision of Administrative | 
5x1 Instruction [___|forwarded by your office on 13 December 1949 is eye 
 pese4 -..- . Substantially “in accord With the views of this office, It is believed _ ee 
ae ec that at the time this Instruction is issued Simultaneous action should 
pega eee be taken to either rescind Notice [br amend it so that it would 
a oP not prohibit the use of any provisions of Public Law 110. a me 
| 2. It is noted that in some cases form numbers referred to in 
{ the proposed Instruction are identified by applicable Agency numbers,’ 
I It is suggested that for uniformity and consistency all forms referred 


to be so identified or that such identification be completely eliminated. 


3. It is suggested that paragraph "i" on page 5 be eliminated 
Since this is a Delegation of Authority which should be included in 4 
existing Delegations signed by the Director or the Executive. If it is 
determined that this paragraph should remain in the Instruction, it is 

recommended that it be reworded to read substantially as follows: 


"The Executive and his Deputy, or the Chief, Administrative 
Staff, under their general Supervision, are authorized to approve 
. travel performed by civilian employees on account of an emergency 

- or without prior authority and the payment or reimbursement of 
expenses incurred incident to such travel", 


‘Paragraph "in, as now worded, would by implication restrict such 
authority to the Chief, Administrative Staff. In some instances he 
“would not be available to approve the applicable travel accounts. 


4. Under sub-section 2 (b) on page 5 of the proposed Instruction, be gad 
as mp! it is desired to effect a change in paragraphs (2) and (3) to require ? E 
| wie -prior determination with respect to "transfer, temporary lodging, and 
eae - Separation allowances". This would necessitate the elimination of ae 
i the words "temporary lodging" from paragraph (2). This change is a ; 
fie y : necessitated by the fact that until the proposed Executive Order con= 
.; +". gerning allowances applicable to personnel of this Agency is signed | 
sre by the President, there will continue to exist a question as to the 
cs its. propriety of making payments for temporary lodging allowances for a 
eS -. "personnel on vouchered funds. The General Counsel is familiar with bee 
ee Be. cay’ this situation and you may desire to discuss it with him in further | 
Pua - G detail. | a ae : eG 


Gin alae ames eee eee ory 
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De It appears that the last sentence in paragraph (b)(3) on 

' page 5 was inadverte..tly omitted when the attached revision was 
compiled from the draft of 10 November 1949. if this sentence is _ 
to be omitted, it is suggested that the words "and recommendations't 
be inserted immediately after the word "4informationtt in the first 
sentence of paragraph (b)(3). | aed mace 


cep en er tenet roe mee et enn In eet tanner ene 


6. The following sentence should be inserted as the second | 
Sentence on page 9 of the attached draft: 7. . 


{ : : 
foes _ “Expenses will be allowed to and from the nearest suitable 
| hospital or clinict, , 


i 7 7. In view of the probable difficulties in administering the. 
25Mt Te | regulations covered by Administrative Instruction[__] as revised, 
os and to assure clarity, it is recommended that there be added as a 
final section 5 the following: ~ 


is, | "Except as specifically approved otherwise by the Director, ee 

j oe the addicional benefits provided by this Instruction shall not 

: apply to individuals in those cases where the travel or trans= is 
portation commenced prior to the date of this Instruction." 


8. With respect to.the attachment to the proposed Instruction, 
it is believed that a slight rewording is advisable, particularly 
in view of the fact that many exceptions have been heretofore. 
approved by the Director and Since Confidential Fund Regulations 
are already in existence and do not in all cases provide for the 
same benefits as this Instruction. It is suggested that the attach- 
ment be worded Substantially as follows: 


"Administrative Instruction [| dated will 
apply to travel, allowances and related expenses paid from — 
confidential funds except as specifically approved otherwise 
by the Director or his designee', . 


__.9« Should you have any question with respect to any of the 
: 7 _ recommendations set forth above, it will be appreciated if you will 
2 ooh _ discuss them in further detail with this office. In view of 
a a. _. additional items which have come to the attention of pertinent 
officials subsequent to the last draft of the Instruction, it may be _ 
be =f advisable to hold a meeting of interested officials including a. 
| fet _ representative of the Finance Division, SSS, and the Legal Staff. 
| . . ; ree 
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- A age i ih, ape ; ae ne 4 ; e Lomas va, nas 
: ; Ee _ : _ ; : iS, ey pe "i : ; je Perea yf. 
i ae 4 | oe RES ts i ie hu Ozeso 3 os i 
‘ f os / “Director of Central Intelligence — aa 12 September 19h9 

: | f Executive | , | 
eens ie | Shipment of vafter acquired" Roubebold goods 
a Réerences: Ae Nemo from AD/OQO, subj: Shipment of Househgid Goods of] © 
STATINTL = ‘Employee, —_ dtd 30 August (ER 099203) 
eS a be Memo from General Uounsel re above subject dtd 8 Sept 19h9 


FOIABS 


8. Secbion 10.4 of the Confidential Funds Regulations author- 

os 27 izes the Executive to approve shipments of household goods to foreign 

stations under the Foreign Service Regulations. ‘The Department of . 
State has interpreted the Foreign Service Act of 196 to authorize 
"after acquired" property shipments when the total weight allowance | 
is not exceeded. We have on occasion permitted se ceed on a simi- 

lar basis to our covert employees abroads 
FOIAB5 


STATSPEC 


ec Sept. 19hy lh. It is recommended thet the. Director approve: 


ae The principle of including in our regulations an author - 


[eR ae ization for shipment abroad of “after acquired" property in those 
 /5/Rte HS penkoe Ma es where the total authorized weight allowance for shignent 

ae oe at 8 not thereby exceeded. 

- pppre ‘peu | 

i [3 ol Pes | be The shi saint at Sterne expense of a refrigerator to 

! Dv as requested in Reference "a". 
‘STAWINTTL 


a . [Ld 
he Orige to baat 0. (w/basic file) | 

oe ia . ‘Copies: to: Management 0. 

| General Counsel 

Services Officer 

aha 
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ae oe od | -— RSSTRIOTED 
Sua Sele ADMINIBTRATIVE my Sale BPO: Papen he Je 
STATINTL Oe - : . 
| SUBJKOT . Teavel, ‘Allowances, | and Related Epensas | | 
STATINTL _ -RESCIOSIONS: ee. Administrative al a dated 26 December 1948, 
a aig _ subjects Overseas Allownnces, | 
STATINTL po | De. Administrative totroatica| dated 7 June 199 
| 7 — @ubject: Travel. ; 
“ STATINTL ae Aare ; | 
ee ae O., Administrative Instruction » dated 1 wily 19495, 
aubjects Travel Allowances (Interim Instructions). 


~— STATINTL es 
os de Administrative Instruction rE — dated 26 Ootober 199, 
“Subjects Travel soeoreoeen® 


1. Travel and Related tena | | 
| fe Travel and transportation expenses » and expenses ineident thereto, 
ineluding those incurred in the movement of dependents, household goods and 
personal effects, may be paid to or on behalf of employees in accordance with 
a ‘the provisions of Public Law 600 « = 79th Congress, Public Law 92 = Slat Congress, 
Agenoy and other appropriate. legislation, regulations issued thereunder, the 
Standardised Government travel Hegulations, end the Foreign Service Haga lattcnes 
sot er ctieree | ‘Specified in (his instruction, 
| De. Issuance of travel Orders ' . 
(le) Travel orders wil be Aerwed %y the Fiscal | Divieion er as _ 
? an stated. | | | 
(2c) Chiefs of Mission outeide the continental United States may 
: a ee cs approve, and iesue travel orders tor tenporary duty travel | 
= nee a within their theaters for employers under ‘their furieaietion, ; 
ot iia hetidet oters 
es : ; Ss : a): Request: for travel orders, or eneninexts thereto, « other than 7 
| | | oo those Aesued Ry chiete of f ieston, ohall de revered | in ) tripjionte, 


| 


‘mmr _ 


-.00728R00010001003 


6k 


_ elesrance when necessary. 
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| RESTRICTED . 


| the original and ons oopy wild be routed to the Fiscal Division, and 
one copy wi be routed to the Transportation Branch, Services Division. 
All copies will be ‘Pouted throughs 


(ae) Ausietant Directors or stare Chiefs or their Deputies in 
the case of individuals under their Jurisdiction, | 
(b) chief, Personnel Division, 4n onges involving pormanent 
change of. station or travel to first pest of duty abroad. 
| (6) Exeoutive in caseSof Staff Chiefs and Ausietant Directory 
Girvan travel (fe involved} excopt temporary duty travel 
entirely within the theater of a Chief of Misaions a where 
“specifically provided in other Agenoy reguletions. - . 
(20) Personal action of osoh. forwarding official must be indtoated 


on the requests Requests for Aopeveie travel will be submitted in 


sufficient time to be processed and reach the Fisoal Division at least 

48 hours prior to the planned departure time. Hequeste for foreign 

travel should be submitted 60 days in advance of planned date of departure, 
(30) | The Fiscal Division, wpon the recomendation of the Chief, | 

Services Division, may issue monthly blanket travel orders for truck 

drivers ongaged in repeated officiel trips and arrange for periodic 


submi seion of travel vouchers ‘covering such repeated. travel. | 


de Responsibilities of the Transportation Branch, Services Division. . 
. : 2 (1) Provide trave areas service, (travelers reporting to ; 
foreten points winbadth iy ee possible the Braneh at ; 
| dona wokajverone the planed date of niiniiots to. epehaswate the 
. arrangements.) | 


DkEIGE ‘gh? | ee: — 
(@) ‘Arrange ‘for the fesuance of peuports, visas, am secure theater 


eee bane ae: Cle pa era ooioneionnee 


ee | “Approved For Release 2006/11/06 : CIA-RDP81-00728R000100010039-0 
rae ao nae | ated 
bodes A 08 ot RESTRICTED - 
: “(s) Verity that properly authenticated official orders have been 
desued, and that security olearanse, physiol examination, immunisation 
- (where required), passports, vieas, ‘and theater elearance have been 
| | obtained before releasing the thokets or “Transportation Request to 
"the travelers 
_ We Armed Services Personnel 
Armed Services personnel performing temporary duty. travel or travel 
im conneotion with a permanent change of station for the benefit of the Ageney 
| will be reimbursed for per diem and travel costs in accordance with the travel 
regulations of the Armed Services. Upon receipt of travel requests approved 
| by the Fiscal Division, the Naval Administrative Command. or Headquarters 
| Deteshnent will issue acarcorlate travel orders. Two certified uaa of the 
orders will be forwarded to the Fisoal Divisions 
| - Physioal Exaninations end Tnmuntaations in Connection with Foreign 
Travel. 
a ( le) A Siaiplete Pre por examination and required immunization are 
| op? | necesuary within 90 days peictee departure, 
ea (2.) an additional phyeteat examination to insure freedon from 
‘communioable diseases ie rexctre? within L8 hours prior to. departure from 
a Washingtons 
oie. (3e) A returaee physical exanination 4s. Fequired within 5 daye after | 
See es returning to Washington from oversece aceigment, ae | | 
A he) ‘Physical exaninations and immunisations shall be requested iby 
oe sehr diike la Request ter Mediea2 Ewamination ant /te Inminisation (Form Hoe 712) 
De. as the Medica) Division wherever 2 not lees than 60 days pebe te 


ae te ee BAG) COREIPE 
oe . estimated date : departures 


alease:2006/1 4106: CIALRDPB1 
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ae 
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be Travel Aooounte 
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| 


‘Travel Youshers mat be submitted to the Fisoal Division Upon Come 


pletion of each trip or at the ond of each calendar month in caso of. entended 


travel. Vouchers for travel authorized by a. Chier of an overseas post shall be 


submitted to the appropriate post officig2 for ‘Processing. Arned Services pere | 


sonnel ahall give the nvoensary data to the Headquarters Detachment or Naval 


| Adnintatrative Command for the preparation of voushers and submission to the 


Fiscal Divisions Copies of regulations pertaining to travel may be obtained 
from the Fecal Division dn addition to auvios as to the preparation and ube 


mtasion of Vouchers. 


ie: Per Diem and Mileage | | 
(1.) Per diem and mileage rates provided under existing disve and 

regulations represent the raximon allowable, Offioials authorised to issue 
travel orders will reduce the stipulated rates whonever available infore 
mation indicates that the maximum rates will exceed the necessary official 

| traveling expenses. the requesting and approving of'fieials of each 
organisational unit concerned should be in a position te justify the rates 
requested, The approval of @ request by the initieting office will be ~ 
deened a certificate ‘that the rates stipulated therein are not in oxceee 

of the amounts normally required to meet the necessary. offieial travel 

: ‘expenses under the otrounstances, 


(2.) For extended periodsiat temporary duty at the sane post in the 


United Eeateme normally, the following eohedu le of mexioun t Fates shell miys . 
Jot. DEC 12. bw 2 v2 Hivet aret 60 days 99.00 _ 


“Efe IGE } | 
Absence ot Ob days or leas aha wok’ be considered as snterrpting the. 


sontinutty of temporsry. duty at the sone porte : et | 
‘IE, . er eee aa 


ABH seme tae Saat EA Ne coisa DANSE te he NA Re NTA tee Pte 
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*. information in pian detail to permit a determination as to the \ eG , 
propriety for' ‘uch Paynonte. ee - eee . ; . é (\e 
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(30) Por diem inoddent to travel abroad and return therefrom, payable 
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oe Weder the supervision of the Executive and his Deputy the { | 


| anthortty &, “approve: ‘travel. performed: by civilian employees ‘on’ account “abs 


8/08 an emergency, on without, prior: authority and: the: payment: ot Ketnburscs# 
ment Of. expenses, ineurred. ooes to auch’. rece may: be errors by the : a 
De quarters and FUOu Adan es 

(16) Temporinry 


Ghee, Administrative Staff, 
rlsagtig, Quarters, post, special poat, transfor, and 


separation allowances will ve computed and administered Using the Standar@- 
Sized Governnent Civilian Allowance Regulations ag @ basis. 
(2. ) Chiefs of iiission are authorized to grant Ue Se Oitizen: onployoos 
tomparery-lodging, quarters, post, and special post allowances on the basis 
of: evidence submitted to and investigated vy(niny subject to recognized | | 


review practices by the Fiscal Divisions Application for Allowances 


(Form Nos 3032) will be submitted in duptieate Dy the employee to his 


| Chief of Mission, ‘ Ae pee ne Tag ee 


ete) 


(30) Prior determination with respect to transfer, and aero eparation 


allowances will be made by the Fiscal Division on the basis of detailed 


hors, bier 


oe tafornation, submitted by the Chiefs of Miesion ey eeakereccrmeE TEE 
awe : fs 


oa 


| Chiefs of Mission may erent tranator separati a owances When 
oe specifically ‘directed by: the: ‘Chief, “Heal Divisio Application for 
. (2 

euch aLlowanees, yall be Pedoosaed as. in aye above and supported by 


yatd D 
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(he) The. pranting o of temporary lodging, quarter's, post, cpesial post, 


transfer and soparation allowances will be offected through tho issuance, | 


in quadruplicate, of a Schedule of Allowances (Form 5-43) o The original 
and 2 gi gned copiss, together with ® signed copy of each pertinent Appli- 
ontion for Allowances, mast be transmitted to the Figeal Division. 


(5e) Schedules of Allowances will be issued each tine an allowance is 


| granted, revised, or. terminated. The schedules alac aia be iasued at the 


beginning of enoh fiscal year (1 July) with complete information as to the 3 
allowances peyable to the enployees of gach Hisaien) however, where no 
Shange has ooourred, it will not be necessary to submit aupperting evidence 
and information otherwise required by this pr eReguaene 

(Ge) As of 1 January and 2 July of each ‘year and at such other tines | 
a8 may be deened neoessary by the Chief of ee petons he should roview his 


employees? estimated ennual, expenditure for auaptenes ‘The ostinated 


: amount should be compared with information as to expenditures made and. 


anticipated to determine the need for requiring the employee to subnit — 
@ revised Application for Allowances » thrreby applying for a revised 


quarters or quarters portion of a special post allowance crant, | 


Ge Post: Differentials and Cost of Living Allowances 


(2.) Foreign and territorial post differentiale and territorial cost 
of living allowinces will be paid employees in accordance with. Feguietions — 
isaued by the Department: of State and the Civll Service Commission. 

(2.2) Such differentials and allowances will be granted, where ‘applicable, 


| by the Chief, Personne} Division, and be inoluded « on ‘the employees! Personnel 


“uno DEC [S 


Aotions (Form 7 Hoe rE pei Se 2) 


Ou: Ze: he Migivte for Foreign and territorial post cifrerentials an 


employee must be a eitizen or nations) of the Unite ‘States. 


“RestRroTeD oe abe 
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| ice abroad or as goon ag posalble thereafter, provided that ho has acorued to his 
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| 3e Special Authorities. 


oe Tnoldent to assignment of employees to permanent duty stations cutasoe: the 
continental United States, ita terri tories and possessions, the following Xe - 
‘POnehes in- mabe a to thoae normally payable, mey be alloweds | 

Be Travel and ‘transportation expense ineddent to return of an employes and 
his imediate faaily when ordered to the United States for hone leaves The ome 
ployee must have been. a resident of the United States or its territories and 


possessions at time of employment by the Government. Orders for home loave will 


be. igeued upon couple tion by the employes of @ years oor Imuous Government ‘serve 


crodit at the time of such order annual TLoave. sufficient to carry him in a pay 
status while in tho United States for ab least a rie) day Perkode | In the event 


the full 2 years service has not ven apes with the Agoney, the enployoe will 


be required te sign : an agreement to conplote 2 years of service with the Agency 


unless separated for reasons beyond his control. While on hone senyes Bes Olle 
ployee shall not be available for work or duties except in the Agency or for 
training or reorientation for works and the time of ‘such work or duty shall not 
be. aounted as. Leaves Leave of absenoe granted for home leave shall be exelusive 
of the time act: vally and necessarily oveupied in going to or fran residence in 


the United States or its Territories and posseasions and such time as may. be 


7 necegsarily occupied in awaiting transportation, 


be travel and transportation expense, including transportation of household 


goods and personal effects, of an employee and his imnedi ate fantly to his 


successive posts of duty, end on 1 tae termination ‘of his servicen, ‘to. hie reste - 


dence at tine of. appointment or. to a potut not more distant or, upon retiveucit : 


to the. place wharche wait reshdey, 


3 LANG DEC J. lay ‘ho | 
Ge Cost of of storitg household goodg and personal effects of an explayee 


cae oes is absent: ‘under, orders: from he usual post. of duty, or who is sentgned to. 


Seb setae rt OHNE ae alate ices ewe oa ase weaning 
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: pont to which, because of emorganoy conditions, ho in not pormitted to take 


his household and porsouel offeots. When it 1s determined, because of emergency 


conditions, that household goods and personal effects may not be snipped, the 
‘facta. mast! be. brought to the imacdiate attention of the Fiscal Division, Hous2- 


hold goods and. porsoaul effects stored may not exoeed the authorized weight 


allowsanoss 
de Goat of storing the household goods and personal effects of an euployee 
on iret arrival at a pont for a period not An’ excess of & nonthe after such iret 


arriavel or unzil the establishment of residence quarters, whiohever shall be 


 ghortore 


o- ‘Trevel and tranaportation oxponse, including transportation of household 


‘gooda and personal affects, of an enployee and hia immediate family from post 


at which, because of the prevalenso of disturbed conditions, thor: is imminent 


@anger to life and property; and the return of such personas er and effects 


$0 such post upon ‘the oasnation of such conditions; or. to such other post as may 


in the moantine have becono the pont to which tha employee. has been assignede ° 


Facts concerning the necessity for the move must ke olearly get forth in the 


raquest for or Sopewres of wavels: 


a “Beponse 3 in erasaperteee a privatelysomod aut: smog for or on behalf of 


an enployee in a case where 1 is adsteralned thet water, rail, or eir transportae 
‘tion of the. automobile is necessary or expedient for any part or of all. the dis- - 
tance between. points of origin and destinations ‘Determination that an onployee's | 
‘ privatolyeomed automobile is +o be shipped at Governnent expense amet ba: indie 
| ented: in the: request for travele, The exployee will ve required. ‘to sign an. | 


AW 
agr revi Grbtuding oe sale of the autoaobile unless mbsequently authorized 


| by. the Aasi stent Ptractor o or State Chief: concorde, 


a. "pate, w where. {1neas or » tagury (aot the. rosult of vistous Iubite, intemperance: ‘ 


hnbeet dew gcc Ahh nest AdtenSa Map oto Semer aide An oA 


eee | os 
Se ‘Travel: exprase ofa fullatine exployees, oy whatever manne deemed. appro < 


ig nahin ost Sapte abn dete Danse dh © os oe she aba ao )Sis See SL were EO ogual vated LT Bd hig Catalin pat 23, Amada’ Peg hese os 


gk old 


os a. ina Locality “here thore does not exist a suitable hospital or ohiniss 


ie 
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or mlscondust) ‘nourred while on asaigument abroad, necessitates hosp talisation 
If the 

employee is. too ill te travel Giatiendedy: travel expense of an attendant may ‘alge 
be paide Bxoept in extrene enrgoncy, approval for travel under this section must 


be secured in atvanoe ‘fron the Exeoutivee A complete roport mast be furnished 


: 4 fre ePsaces Divteboa in all cases. 


he Gost of proparing and transporting the ressina of an enployee or a sivanue 
of hia family, who may die while in a travel status or abroad, to his home or 
offiekal station, or to such other place determined. by the Chief, Personnel 
Division, 6 be ae appropriate phase of Laoterment, providing that in no conse 


shall the expense allowed bo groater then the anournt payable had the dostination 


been the hone or official station. 


de travel and transportation expense, inoluding transportation of household 
immediate 
goods and personal effects, of new aAppointe Bi08) their/feni les from places of 
t me fe 
Aetet Aente ers Col thet bE 
aotual meer enee in Prorats -sountrics at time of fee to places of exiploye 


nentgor ® polat ae more. Mateus Such appointees must agree in writing to ro- 


main: with the United States Government Por a period of not less than 2 years from 


the ‘time of appointment. Violation of such agreement for personal convenience 


of an employee or because of separation for misconduct will bar return payments 


. and, in vhe ovent of such violation wi thin 12 months, if determined by the Chief, 


Personnel Division, to ba in the best interost v7 of the United States, any money 


| expended on ‘account of such travel and: transportation shall be considered as a 


debt due by the individual concerned to the United States. 


ce Travel and treusportation exponse or dependents and housoheta goods: and 
~41a%d D 


personal ele ‘hitaostabiioned weight ‘Lmitetions) acquired subsoquent to. 
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in an. amendment to the original order, and travel or ‘eranaportation commences 


within one year of the date the oaployee arrives at his post « of duty. eis 


; be “Leon Pergonnele | 


Peraounel hired Locally by Chiefs of Miatons norsnlly will receive travel 
expense, allowances and othor benefits as dictated by local ‘custo, and, wigneber | 
posnible, practices followed by othor govermontal aotivitios, Bnploynent docue 


nonts or contrauta for services mast ‘aot forth the details of the arrangement 


in each case, 
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: Office Memorandum -¢ UNITED STATES GOVERNMENT 


| 
I Pee S10. 2 i Wesaeeneat Officer. 7 ne L a Pe DATE: 80 November, 1949 
F  PRow | Legal Staft | | | : | ae 
_ sunjeer: Redrafting of Administrative Instruction] | | oe ae ees 
a diy gee ee ie | = ; oe 
| | ae Your memorandwn of 18 Noveuber 1949 roquested an opinion on 
two questicns which will be answered in order, The answers are based 
on current practices of the State Department. aa <r ce, ¥ 
less : | 8 : s ey Fone date are foreign allowances payable? 
4 Btn ‘ 7 - ‘Temporary are craswences are payable from tthe time 


of arrival on station, (It should be noted that temporary. 
; lodging allowance and per diem are not payable at the 
oe rr ee ~ same time.) “Transfer allowance is payable upon arrival 

| . at the post; quarters allowance is payable when permanent 

. quarters are obtained; and post allowance is payable from | 
the time. of arrival on the post. 5. ee a8 Ee 


(b) What date is considered the date from which service abroad — 


ee 2a ks SS is computed for purposes of home leave? 


ie ie ae s | This is the date of arrival abroad on post. 


2. No specific question was raised in regard to the point, but 
aink. it may be well to mention medical services, | The Foreign: 


{ _ we ti ; 
i er \ service authorizes payment for medical services for any disability in- 


curred outside the United States which is sufficiently serious ‘to 
i require hospitalization. There is no clear line defining what is 
I iat | "outside the United States", and recognition of the claim depends upon 
| : _ the facts. However, State recently accepted a. claim when the disability 
_ dn question was appendicitis. and the attack occurred ona plane ‘which 
' was docking in the United States from an overseas flight. There is 
little doubt that they would recognize a claim for any disability occurr= | 
ing on a carrier after it was in motion on route to a foreign countrys 
Borderline cases would most probably be those where the ship had not. 
yet sailed and the plane had not yet taken off... 2 | 
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| Office Memorandum * UNITED STATES GOVERNMENT 


TO to Wanagement Officer 3 sat! DATE: 7 November 19h49 a 
FROM: Budget Officer 7 


- SUBJECT: Draft of Administrative Instruction Covering Travel, Allowances, 
. and Related Expenses 


1. A review has been made of your draft of 26 October 1949 
which was forwarded for concurrence. Your draft has been care= 
fully reviewed and compared with the draft which was transmitted | 
under cover of this office's memorandum dated 11 August 19149. 
There are a considerable number of items which we feel should be 
changed and additions which should be made in order that the In- 
struction will provide adequate coverage of the subject material | 

_ and will be a proper working document for administrative officials 
of the Agency who will be concerned with the applicable procedures 
‘and regulations in connection with day to day activities. 


2. This office is not in a position to concur in the attached 
f = _ draft until substantial revision has been made to more nearly i 
' provide terminology consistent with that contained in Public Law | : 
_ 110 and to insure that technical or financial interpretations and : 
[: ae applications will be as nearly as possible those contemplated and | 
: intended. In a number of cases a change in terminology from that 
contained in the draft submitted by this office under date of 
: 11 August 199 has materially changed the content and/or meaning 
a and since a relatively large number of individuals throughout the 
Agency will be concerned with the use of this Administrative In- 
struction in the performance of their regular work, it is considered 
best to use format and terminology which can be based on existing 
law and. regulations, particularly until such time as experience 
under this Administrative Instruction and Public Law 110 gives us a 
sound basis for making deviations from legal terminology or that 
normally used by the administrative employees involved. 


| | 3. It is our understanding that the Transportation Branch, 
Paes — Services Division, is desirous of having all signatures of approving 
fee officials shown on Requests for Travel at the time their copy is 
i received in order to avoid possibilities of individuals being 
processed without appropriate approval. It is therefore suggested 
that the necessary changes be made to provide for such approvals on 
the Transportation Branch's copy of the Request for Travel. In Sa : 
~ accordance with previous recommendations it.is believed advisable to. re 
eee —. -. @Liminate reference to the form numbers since any changes in numbers ee 
a fs at would necessitate a revision of the Instruction. There is currently 
| 7c /.» in process'a review of the Application for Allowances Form and it is 
pe ae ze" tyit  possible that new form numbers will be involved. It is also noted 
pag en that by a division of the overseas and domestic travel provisions, 
ss some duplication occurs in connection with the internal administra-~ 
tive requirements. .. oe eek, 
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lL... Pertinent information pertaining to travel and the matter 


concerning "home leave't have been omitted. On page 5 of our . 

' original draft basic information and instructions were included 
Substantially as’ contained in Public Law 110. The one sentence at. 
the top of page 6 of your proposed instruction appears inadequate 

and certain of the information pertaining to "home leavelt is directly 

Rats: | pertinent to travel instruction ra being an item for in= 

STATINTL  —- CLusdon in Administrative } 

eV hese 2 ead leave and pay regulations. In. this regard it is believed advisable 

ec to follow as closely as possible the terminology in Public Law 110.» 

| _ .. thus avoiding inconsistency, possible misinterpretation, and 

' confusion, a 


which pertains to time, - 


ee 5. ‘Paragraph 6 in your drat't which concerns itself with "Armed 


Services Personnel" would appear to logically follow the paragraphs 


the use of the document by administrative officials concerned with 


Armed Services Personnel as well as civilian personnel travel. In 


ce ae concerning travel procedures and regulations in order to facilitate 


i? gts.” | this connection an a ment similar to that set forth in Admini- 
} STATINTL | ‘strativel dated 7 June 1949, would appear to be 
eho os preferable, ae cal ; 

bo? 

| 

| 


- FOIABS 


-7e Among other items upon which we desire to comment are the 


following: 


__, ae Attention is directed to the fact that on page 1 
reference has been omitted with respect to "dependents and 


transportation of household goods and personal effects", 
(Refer to paragraph 1 (a) of our original draft). 


>. On page 3 under paragraph 3a. (2)(a) it is noted that 


"a dxecutive is required to approve all temporary travel over-= 


Seas with the exception of that entirely within the area ofa .. 
Chief of Mission. It is understood that the Executive has here- 


2 tofore objected to having frequent requests which cover normal . 
> travel submitted to him for approval. and it is believed advisable 
- to direct his attention to the additional travel requests which - 


Will. be required to be submitted to him if this terminology is 


~~ allowed to Stand. Also under. sub-paragraph (2)(b) relative to oe 
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_ reference is made to page 7 of the draft supe ived with our 


-.. Director". Difficulties and mucenets tenet ee will sevelop if cane 
A caral: is eliminated. 


a 


the approval of ‘the peesutive for travel for hospitalization 
there should be a requirement with respect to the submission 
of detailed information and supporting data. In this connection 


memorandum of 11 mei 199. 


Ce Reference is made to sub=paragraphs (1)(a) and (1)(b) 
of Item h. of page 5. Since the subject matter of the two. 


" paragraphs pertain to "subsequently acquired! dependents and 


household goods and personal effects, it would appear to be . | a 
advisable to combine (a) and (b) into one paragraph. 7 


d. On page 7 it is suggested that under sub-paragraph (b) 
at the top of the page the word "subsequently" be inserted 
immediately | ‘prior to the word "authorized" in order that it will | 
be clear that an agreement must be signed even though an 
Assistant Director or Staff Chief may subsequently autor. the 
sale of a privately owned puroneb tte. ; 


f. Under paragraph , (a) on page 8 it is recommended that 
the word "guidetbe changed to "basis". Attention is directed to 
the fact that under sub-paragraph (2) on page 8 there is no 
provision for the submission for the Application for Allowances 
in "duplicate" nor any information as to the nature of the details 
to be submitted, and further, that the Chief of Mission does not 


make the request for the allowance. Such request is made by the | 
euployers | 


g. On page 10 under paragraph 5 it is recommended that the . 
terminology in the second line of the first sentence be changed 
to read as follows: "receive compensation and other benefits as 
dictated by local. custom", Please refer to sub-paragraph (d) on 
page . of the draft. It is believed that the second sentence _ 
should read to show that the Request for Medical eon: is: 
issued "fort! rather than "to" the employee. 


the On page 10 it is noted that. ‘there has been omitted under 
paragraph 7 immediately following the word "regulations" the _ 
phrase "or specific approvals or exceptions granted by the | 
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In order to expedite | 

of administrative Instruction [__ ](Revised) it would ae 
appear advisable to have a meeting of interested officials to ih ae! 
discuss the various points still at issue. we tae - Sa 


9. It will be appreciated if you wi L1di eeqed any: ons . Ls 
which may arise regarding this matter with ee : eo 
Deputy Budget Officer, —— ete i ee 2 
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General Counsel : 
| Management Officer 
eg Request for Opinion. 


. ee ‘This office_is in the process of reedrafting Administrative | 
ie : . ‘Inatruction pertaining to Travel and relatod allowances. 
“| | _. ‘The question as to when service abroad commences has arisen. It . | 
I of will be appreciated if you will furnish your opinion on the fole = : 
7 : _ lowing questions: ~ 7“ . ie arare. | 
i 


Be From what date are foreizn allowances payable? . ' - 2 : 


Fe yo! Be What date is considered the date from which serve | 
i toe abroad is computed for purposes of home. leave? a 
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ADMINISTRATIVE INSTRU a a ‘DATE bales 


He , . 
) SUBJECT t . Travel, Allowances, and Related Expenses 


“RESCISSIONS: a. Administrative Instruction [| dation 26 Desenber 1948, 
; subjects Overseas Allowances. . 


be Administrative Instruction dated 7 June 1949, 7 <a 
. subjects Travel, C— ) 


Oo Administrative Instruction. dated 1 July I9h9, | i: 

| subjects Travel Allowances Instructions )e : 

} de Administrative Instruction —— dated 26 Ootober 1949, : 
ee subjects Travel Allowances. : 


1. travel ana Related Items | | 
| ea: Travel and transportation ¢ expenses, and expenses ineident RHE SECs: 
Ancluding those dnourred in the movement of dependents, household goode and 
personal effects, may be paid to or on behalf of employees in accordance with 
the provisions of Public law 600 « Toth Congreees Public Law 92 « = Blet Congress, | 
Agency and other appropriate logtelation, ‘regulations issued thereunder, the 
Standardised Government Travel Regulations, and the Foreign Service Regulations, 
| sree aw otter sinotog in. {pis instruction, | 
be Issuance of travel Orders . 
(1.) Travel orders will be issued by the Fiscal Divieton exceptes “ : 
‘otherwise stated. pe st . a 
( (20) Chiefs of Mission outside the. continental mnated states may 
authorise, approve, and iesue. travel. orders for temporary duty travel 
within. their ‘theaters for employees under sfeete juriediotion, 
We, Requeste for Travel Ordere_ 


“(e) Requests for ‘travel ordere, « or emendnente thereto, other than 


nt those desued uy Chiefs of Miaston, shall be Prepared: aed t AripHentes a oe oH ie 
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ae sloaranee » when necessary, 
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The original and one copy will be routed to the liscal Division, and 
one eopy wild be routed to the. ‘Transportation Branch, Servioes Division, 
an ‘oopies will be routed throughs 
(ae) Assistant Directors or Staff Chiefs or their Deputies in 
the oase of individuals under their Jurtedtotion, | | 
() Chief, Personnel Division, in cases involving permanent 
OTT, 
change of station or travel to first post of duty abroad. 


(0) Exeoutive in canes of Staff Chiefs aut Assistant Directors 
(dy Executive, Deputy Executive or Chiek Administrative stot when 


maw a 


POSE Dig cero 
requeit includes ‘evervseas Pranspovter on Of atoms bi a. 
enbit ety wiveia: the “theater ~of- a Chief. ~0f-l.ssion)—end- where... 


erankfioatly-provided-in-other- ~Ageney-reguiation 
# {8 
(2.) Voreaual action of “bach fom oial mat be indleated 


on the request. Requests for domestic travel will be submitted in 


sufficient time to be processed and reach the Fiscal Division at least 

48 hours prior to the plenned departure time. ‘Requests for foreign 

travel should be submitted 60 days in advance of planned date of departure, 
(Be) The Fiscal Division, upon the recommendation of the Chier, 

Services Division, may issue monthly blanket travel orders for truok 


“@rivers engaged in repeated official trips and arrange for oe 


subsiesion of travel vouchers covering such. repeated travel. 


de Responsibilities of the Transportation Branch, Services Division, 


Pepsanverat ordered evensen5 
(1.) Provide travd arrangement service, 


Mes 3T7 Co Wéc kr TC THis POLAT pw (B racck 6b ert he Aare Susartiave, 
h-at 


| foretgu=points_will_contaet-personal liy-wherever- possible "Brawn 


lanaed-date-of- departure ‘to fertttate the 


(e.) Arrange for ‘the Aemuanse of ‘pasaporte, visas, « and seoure theater . 
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(Be ) Verity thet proper ly acthenttoated official orders have been 
 demued, exd that seourity clearance, physieal examination, imauni sation 
[_ranarrts, visas, and theater elearance have been 
. obtained befors releasing the tiokets or Transportation Request ‘to | 
the. ‘traveler. | , - , we . 
% armed Servioos Personnel | 
| Arned Services personnel performing teuporary duty travel or travel 
in connection with a permanent change of station for the benefit of the Agency ae 
will be reimbursed for per dion and travel costa in ‘eocordance with the travel | 
regulations yA the Armed Services. Upon reoeipt of travel newesxs approved 


. by the Fiscal Division, the Naval Administrative Command or Headquarters 
‘Detachnent will isaue appropriate travel orders. Two certified copies of the 


orders will be forwarded to the Fisoal Divisione | cs 
f. Physical Examinations and Inmuniastions in Connection with Foreign : | 
Mravel, 7 neo 
Qs) 4 complete physical examination and porare tomunisation are 
“necessary within 90 days prior to departure. 
| (2.) An additional physseal examination to ineure ead from 
‘communioable diseases is Fequired within Le houre prior to departure fron 
Washington, ; . : sacs 
eS (30) A returnes ity leai” exanination ie required within 5 ach after — 
: Feturatng to Washington from overseas assignuent, . 
| (he). Physical examinations and immunizations tatabe be requested bby - oe 
: forwarding a Request fer Medical 1 Eramination and/or Inmani sation (Fora Nos 9-72) | 
ot ene than 60 aye pir to | 


ootinated date. of departure. Tn, 
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Be travel Aeoounte | 


‘Travel ‘Foushers maat be submitted to the Fiscal Division upon come 


| pletion of each trip or at the ond of each calendar month in. onse of extended | 


travel. Vouchers for travel authorised by a Chief of an overseas post shall be 


eubattted to the appropriate post officigi for processing. Armed Services pere 


sonnel ona give the meoenanly. data to the Headquarters Detachment or Naval 


. adntcinerasive Command for the preparation of vouchers and submission to the 


. Fiscal Divisione Copies of regulations pervainins to travel may be obtained 


from the Fisoal Division in addition to advice as to the preparation and aube - 


mission of vouchers, 
he Per Diem and Mileage . | 
( le) Per diem and mileage rates provided under existing laws and 
regulations represent the waximan allowable. Officials authorised to iasue: 
‘travel orders will reduce the stipulated rates whonever available lafows 
mation indicates that the maximum rates will exceed the necessary official 
traveling. expenses. the requesting and approving offiotals of each 
organisational unit ocncerned should be in a position to justify the rates 
| requested. The approval of « request by the initiating office will be 
deemed a certificate that the rates etipulated therein are not in excess 
of the amounts normally required to moot the necessary offieiel travel 
- expenses under the ofreunstanses. 
(2) For extended periodscof touporary cuty at the same. ‘poet in the 
‘United | Staten, ) normally ‘the * following « schedule of max Loeene rates shad ply: 


Third 60. days = 300000 
. Absence of 10 days or les shall not be considered a tnterrupting the 
sonttaatty ef temporary duty at. the oane ‘Poste 5 
ie ga : RESTRICTED a a 
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» Special peat apne and | 


to grant Ue Se Olticen exployeos _ 


* quarters, post, and special post 


: | : “ON uN 
of evideice submitted te end investigated by hnhaty sub jeot to Peoognized 
review Practices ty tho Figoa) 


Division, Application for Allowances 


= will bo aubad thee in curlivate © YY tho employes to hte | 
Gem of Mission, : bet. 
; peat le aie “tT 
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(be) The granting of tamacy s6tpne, quarters, post, srectad post, | 
. , aa : | ‘transfer and seperation allowances will be effected through the issuance, 
soe in quadruplicate, of a Schedule of Aliowinoes eae The original 
: i ue and 2 eignod coptos, together: with a & signed copy of eagh pertinent Applie 
| | eation for Allowances, mist be tranenitted to the Fisoal Division. 

(Se) Schodules of Allowances will bo issued each time an allowance ie 
| granted, revised, or terminated. The achedulos also mat be issued et the 
beginning of each fincel year (1 daly) with complete information as to » the 
allovanoces payable to the employees of each Mission; however, where no 
change has ocourred, it will not be. neseasary to submit supporting evidence 
ond taformation otherwise roquired by this instruction. 

(60) As of 1 January end 1 duly of each year and at such other tines 
as may be deemed necessary by the Chief of Mission, he should roview his 
employees? estimated annual expenditure for quarters. The oatinated 
amount should bs oompared with information ag to expenditures nade and 
! | anticipated to determine the need for requiring the employee to submdt 
: @ revised Apploation for Allowances, ’ thereby applying Lor a revised 
quartersor quarters portion of a special post allowance ‘grant. 
: : Ge Fost Differentials and Cost of Living Allowances . 
| (1.) Foreign and territorial post differontials and barritoris) cost 
ae 3 of living allowances will be paid employees in accordance with Foguletions 
ee Asaued by tho Department of State and the divil Service Comission, | 
7 i ; : eek (20) Such differentials and allowances will be: granted, where applicable, 
oe | s : ‘ ; by the Chief, | Personnel ee: and be {noluded on the exployees* Personnel 7 

ILLEGIB ; oe a Actions Ld ee Ae a ee ee 
| ee (Be) To be eligible for Foreign end territorial post ‘Afterentials an 

a “metope mast be a oitisen or national of the United States. re fe | 
ae | _ Rusmrorep gy ae ae a 


iid ih 85s ar edie NL pa ape diypiwteia csuaiel sa aae Canali avin . 
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3. Special , Authorsen// y gly | s ae | : | a ye ee 


‘Incident to assignment of employees eo permanent duty, atetions outside the 
continental United States, its Terri tories and possessions, the following OXe 
ponses, in addition to thoae normally payable, may be allowed: 


; ae Travel and transportation | ‘expenses incident to return of an n employee and 


) his imaediate family when ordered to the United States aor hone onvas The one= 
‘ployee must have been a resident. of the United States or lts Territories and 
possessions at time of employment by the. Government. Ordera for home leave will 


be aepusd upon completion by the employee of 2 years cont imuous Governnent aerv= | 


166 abroad or &8 soon ag posable thereaftor, provided that he has accrued to his . 
credit at the time of such order anmial leave sulft ciont to carry him ina pay” 
status while in the United States for at least & 30 day period. in the event a 
the full 2 years service has not been spent wih the Agency, the employee will | 


be required to sign an agreement to complete 2 years of service with the som | 7 


unless separated for reasons beyond his control. While on home leave, the Ome 


ployee. shall not be available for work or duties except ct the Agency or for 
training or reorientation ‘Por works and the time of such work or duty shall not 
be counted as leave. Leave of absence granted for home leave shall be exe lusive 


of the time actually and necessarily occupied in going te or fran residence in 


the United States or its Territories and posseasions and such time as may be: ies 


necessarily occupied in awaiting transportation. 


be ‘Travel and transportation expenses, including transportation of hdisehold. 


: goods and. personal abies of an employee and his mediate fanily to his . 
‘successive posts of duty, and on the toraination of his sorvices, te his resin 
i dence at time of. appointment or to a point not nore distant or, upon retirenent. oa 


to the: place wherehe will reside, 


Cost of storing the household gooda 1 and. personal effects of an a omployee. eas 


os ic on ie absent under orders fron his usual : post: of uty, ow who is  aantened to. an 


Dyce remo treatm gree 
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8 post to which, booause of: enorgoney condi tions, he te not. perm! tted to take 


hig household and porsonal effeots, When it oe determined, because of emergency 


conditions, that household goods and porienil effects may not be shipped, the 
facts. muat. ‘be brought to the imaediate attention of the Fiscal Divisions Tlouses 


| hold goods and: porgonal effects stored may not exored the authorized weight 


‘Gllowanae. 


de Cost of Storing the household goods and peracnal offecta of an employee 


i on first arrival ata post for a period not in excess of § months after such first 


‘arriaval or until the establishment of residence quarters, whichever ‘shall be 


shorter. 
| @. Travel and transportation expenses, ineluding transportation of household 


g°00ds and personal effects, of an employee and hig immediate family from & post 


at which, because of the prevalences of disturbed conditions, there is imminent 


danger to lito and property; and the return of such persons, goods and effects 


- to such post upon the cessation of such ‘conditiong; or to such other pos t ag.may 


in the meantime have become the post to which the- onployee has been assigned. | 


Facts concerning the necessity for the move must be one 3a forth in ‘the 


request for or approval of travel. 


te ‘Expense in transporting & at er automopiles- for Or on behalf (of | 


| an employee in @ case whers it ig determined that water, rail, or air transporte — 
tion of the autonobiel is necassary or ‘oxpedient for any part or of all the dis- 
tance between points of. origin and destination. Determination that an 1 employee's 


privately-owned automobile is to bo shipped at Governnent expense mast be indie 


ented in ‘the request” for travels. The. eaployee will be required ‘to sign an 


| ‘agreenent precluding the sale of. the autaacbile unless rubeequently authori sed 
Ss : by the Aasi stant Director or state Chiet concerned. | 


a travel expense of a fulletine employee, by whatever 1 means deened approe 


. a priate, where illness or Anjury oot ‘the result of "viekous babies intemperance 


r 
cs 


the time of appointment. Violation of such agreenent for personal convenience | 


' Personne? Division, to be in ene best interests. of the Unit ted States, any money 
“debt due by the individual concerned to the United States. — Tae a ee 


personal offedts (rtthin established woight limttetions) nequired subsoquent to | 
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‘or nit sconduct) incurred while on assignment abroad, nesbwsitates hospitalization 


fy ypendes wilf te wtawed to Krom the nenetst Seiteble. Mogpi tid ev clots 


ina locality where there does not exist a aurtabie nospital or ge ad the 


i employee is too 111 ‘to travel unattended, travel expense of an attendant, may also 


be “paid. Bxoept in extreme ‘onrgency, approval for travel under this section must 
be seoured in advance fro the Exeoutivee A complete report must be furnished 
berths Rbeontniwtetian in all cases. 7 | 

he Cost of proparing and transporting the remains of an employee or a member 


of his femily, who may die while in a travel statue or sbroad, ‘to nee 3 home or 


of ftoLal station, or “eo such other place determined by the ales Persaimal 


Division, to. bo the appropriate place: of interment, provide, that. in no case 
shall the expense allowed bo greater than the amount payable had the destination | 
been the home or official station. 
Le Travel end transportation expenses, including transportation of household | 
immediate 
gooda and personal effects, of now appointees and their/fami lies from places of 
actual ze uidande in foréign countries at tine of appointment to places of eanlev : 
and feta Padhene a tas) vesidences at Pian ¢ 84 a boo wtina eee 


sical ia) & point not more distant. Such. appointees must agree. in writing to rae 


main with the United States Government for a ported of not less than 2 years from 


of ‘an-employee or because of separation for misconduct will bar return payments | 


and, in the event of such violation within 12 months, if determined by the Chief, 


expended on account of such travel and transportation shall be considered asa, 


| \ , 
je ‘Travel and transportation expenses of dependants and household goods. ‘and ee 


oe 
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A 


Mn dasuance of change in: station or home leave orders, when properly authorized — 
a tn an amendnent to the original order, and travel or. ‘transportation commences. 
: within one year of the ante the eaployen arrives at his post of P dutye 
Che ‘Loos. Personnel. . , . | . 
| "-Persomel hired Lovaliy by. chiefs of Missions norsally 1 will receive travel 


expense, allowances and other benefits as dictated by Jooal Suntan: aid, wiohever e.. 


possible, : “pYactices: followed by ‘other governmental activities. Enployment dosue 


ments. or contracts for services ima at set forth the details of the arrangement: 


in each cases 


Ss. ( Royey Kw been, brabyor a ve a then aie cee all nos aN * RK “n 


‘DISTRIBUTIONS A 


CONCURRENCES: 
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a alien ae 8, 1949 
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bad | arama 70. oA] dated . 


“Tata ‘Desenibe eae 949, 


Gonfidettial Fonds” orders, “Haaepe, 


i“ 
i 


: et bt bya pole tartar We tnennn om shad Bt +N — : 
‘DISTRIBUTION: A, 


Nore: ‘This Attachment vill not be used with copies of Aduinistrative 
“Teatguitonl distributed outside the © Weshinzton oteice, 


~25X1.- 


- Boe 8 08 12 | 
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Management officer ; | | | . 19 December 19L9 
Budget Officer | ss 


BAe Gs, he _ Revision of Administrative Instraction[ | 


25X10 1. The_attached draft of the proposed revision of Administrative 
7 | Inatruction [| forwarded by your office on 13 December 1919 is 
substantially in accord with the views of this offices. Tt is believed 
that at the time this Instruction is. issued simultaneous action should 
wt _ be taken to either rescind Notice [Jor amend it so that it would 
NO: not prohibit the use of any provisions of Public Law 110. 


Get . 2. It is noted that in some cases form numbers referred to in . 
ae _ the proposed Instruction are identified by applicable Agency numbers. 
ow get It is suggested that for uniformity and consistency all forms referred 
a a ae _ to be so identified or that such identification be completely eliminated. 


3. It is suggested that paragraph "i"-on page 5 be eliminated 
Since this is a Delegation of Authority which should be included. in 
_ existing Delegations signed by the Director or the Executive. If it is 
determined that this paragraph should remain in the Instruction, it is 
ce recommended that it be reworded to read substantially as follows: 


Ou 
y : "The Executive and his Deputy, or ‘the Chief, Administrative 
Staff, under their general supervision, are authorized to approve 
travel performed by civilian employees on account of an emergency 
or without prior authority and the payment or reimbursement of 
expenses incurred incident to such travel", 


Paragraph "i", as now worded, would by implication restrict such 
authority to the Chief, Administrative Staff. In some instances he - 
would not be available to approve the applicable travel accounts. 


; 4. Under sub=section 2 (b) on page 5 of the proposed Instruction, 
it is desired to effect a change in paragraphs (2) and (3) to require 
prior determination with respect to "transfer, temporary lodging, and 

' Separation allowances". This would necessitate the elimination of 
the words “temporary lodging" from paragraph (2). This change ist 
ve - necessitated by the fact that until the proposed Executive Order con= | 
> gate cerning allowances applicable to personnel of this Agency is. signed 
i by the President, there will continue to exist a question as to the . 
propriety of making payments for temporary lodging allowances for. 


a hd _ personnel on vouchered funds. The General Counsel is familiar with. 
DE 8 . : this situation and you may desire to discuss it with him in further 


detail. 


CONFIDENTIAL 
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\o 5» It appears that the last sentence in paragraph (b)(3) on 
page 5 was inadvertently omitted when the attached revision was 
compiled from the draft of 10 November 1949. If this sentence is 
to be omitted, it is suggested that the words "and recommendations" 
be inserted immediately af'ter the word "infomation" in the first. 

sentence of paragraph (b)(3),. ~~ 


> 6. The following sentence should be inserted as the second 
sentence on page 9 of the attached draft: 


"Expenses will be allowed to and from the nearest suiteble 
hosvitel or clinic!, 


7. In view of the probable difficulties in administering the - 

- regulations covered by Administrative Instruction as revised, 
and Lo assure clarity, it is recommended that there be added as a 
final section 5 the following: i 
“Except as specifically approved otherwise by the Director, 

wus - the additional benefits provided by this Instruction shall not 
apply to individuals in those cases where the travel or trans- 
Se" 4° 1. portation. commenced prior to the date of this Instruction." 


: \e oe ee Oe With respect to the attachment to the proposed Instruction, 
pos ? . dv is believed that a slight rewording is advisable, particularly i 
| in view of the fact that many exceptions have been heretofore 
PQ. approved by the Director and since Confidential Fund Regulations 
yer? are already in existence and do not in all cases provide for the 
ee same benefits as this Instruction. It is suggested that the attach= » 
7 oX ok rent be worded substantially as follows: 7 aes: 7 


/ "Administrative Instruction enate will 
aN, apply to travel, allowances and related expenses puld. from 
GEN: confidential funds except as specifically approved otherwise . 


oe aan: ¥ by the Director or his designee", 


n74, 
Pr adie! 


be ae oN saa Should you have any question with respect to any of the 
a oer recommendations set forth above, it will be uppreciated if you will - 
oR discuss them in further detail with this office. In view of 
additional itens Which have come to the attention of pertinent | 
a ot _ officials subsequent to the last. draft of the Instruction, it may be 
ee: _ advisable to hold a meeting of interested officials including. a 
. _ Yepresentative of the Finance Division, SSS, and the Legal. Staff, 
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MEMORANDUM | 21 December 199 


TO  : Chief, 888 


Den ne pete ee rem em a HI 


FROM. : Finance Division. 


5x1’ ~—=s*«<«é«éS UBC: © Administrative Instruction| _| 


(1. The attached draft for the proposed revision of CIA Administrative 


25x1 | Instruction presents numerous problems if it.is applicable to travel sh / 
paid with co ential funds. Although the Instruction itself does not state ( de 
that it is applicable to confidential funds travel, the absence of an ex- ae 


cluding clause indicates that the intent is to establish Agency-wide poli=. ° 
} — cles, procedures and regulations in a single Administrative Instruction. | 


Z2OK1 2. The draft[ jis @ comprehensive document, setting forth Agency 
i policy and regulations, delegations of authority and, further, setting 
2 forth the precise procedures as to forms to be used and the routing thereof. 
To the extent that different forms, delegations of authority and procedures a 
bea, are in current practice in OSO and OPC; the publication of this Administra- . 
| tive Instruction will lead to a great deal of confusion, even though pro- 
ps ' vision is made for waiver of such portions as may be inconsistent with the 
. current policies and procedures for confidential funds travel. If it is 
: desired to set forth in an Administrtive Instruction the universal policies 
. _ and regulations of the CIA, it is recommended that two Administrative In- 
b 5X1 | structions[ | be issued. To the necessary and desirable extent, each 
j could be modified to reflect the organizational structures of the overt 
and covert Administrative Support Staffs, and could reflect such other 
| variances between vouchered and confidential funds travel as may be necessary 
ane and desirable. * | 
25X11 | : | ae 
_ 3. To illustrate the extent to which the present| _| is not suitable 
to the present policies and procedures, there is attached a very cursory 
listing of some of the major inconsistencies. In view of their extensive 
nature, it is recommended that current policies and procedures for confi-. 
: dential funds travel be amended to conform to those of the draft [| prior: 
25X1 | to the issuance of said Administrative Instruction, in order that the trans- 
ition may be effected with a minimum amount of disorder. This recommendation 
is pertinent only if it is deemed necessary and desirable to establish pro- 
cedural uniformity between the two types of travel. 


he If time permits, and if it is desired, we can make a much more tho- i 
rough study of the problem than we a 


Acting » Finance Division 


Attachments | 
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1. ‘Fiscal Division referred to jn error « Finance Division.” 


2. Requests for travel orders are not handled as stated in 1.b.(1.). The 

travel request is submitted by the Division, for whom the employee 
travels, to the Overseas Employees Division, and only the original copy 
is sent to the Finance Division. All foreign orders are written from 
this request which hes been properly signed and approved prior to gube 
mission. Distrihution of these orders is made as follows: Original 

lace as and one copy - retained in Travel Unit; 1 copy to Division concerned; | Bee ot 

i ae 1 copy to the Overseas Employees Division; 1 copy to overseas station; fa he 

! 

4 


ee EET ROD Bier aeemet 
%, 


1 copy to Unified Military Command (for Military personnel and civilians 
going to Military area); 1 copy to Communications (if Communications . 
personnel); 1 copy to PSD (Cargo); and 1 copy. to PSD (passengers ). - fe 


Ze Domestic Orders are not written from requests, Original and 2 copies : 
of Form 33-28 are prepared by Division where travel originates, and all | E 
copies are sent to the Finance Division after they are properly signed . 
by the initiating officer and approving officer.. Upon receipt of order : 
in the Finance Division, a number is assigned and sent to the Acting 

i 7 Chief, Finance Division, for approval and signature. After order has 

| oo Meee 4 been signed, one copy is returned to the. Division where order originated. 

} 


l. Blanket orders are written only 0 on rere eecanions. 


' Ge. Procedure for writing orders for Armed Services Personnel as stated in 

P25X1° draft[ jis incorrect. Requests for travel on confidential funds of 

__ Bon’ Military Personnel are not currently sent to the Naval Administrative | 

a Command or the Headquarters Detachment for issuance of orders. Orders 

q i for Military personnel traveling on unvouchered funds are handled in the 
same manner as civilians traveling on unvouchered funds. 


t 

| | | 
Wa 4 6. Travel accounts: pratt [ _] states that vouchers for travel. authorized — 
. by a Chief of an overseas post are submitted to the appropriate post 

_ ek ne official for processing.. Currently, vouchers are to be submitted to 

| : : Headquarters for computation, audit, and approval prior to payment, un- | 
; less otherwise directed by Hoge Quarverss 


. ‘7. When Military personnel are traveling on unvouchered funds, the itinerary 
4 is not given to Headquarters Detachment or Naval Administrative Command 
for preparation of the voucher. The account is submitted to the Finence 


Division without BRIE submission to peccauar secs Deveonment: or the Naval 
ponent: 


ier th esos Cat hn 


8. Under "special Authorities" - See "In the event the full 2 years service: 
Pay uae has not: been spent with the Agency, the employee will be required to. 

es aor ‘Sign an agreement to complete 2 years of service with the Agency unless 
separated for reagons beyond his control." — This appears to refer to 


accelerated home leave. The practical epprecexton of this proyeet ce 
seems unclear and probably incorrect. 


Mor the attached authorizes storage of effecta, but in no case does it mentions: 
wid en. that SBverege: ener ese Low avancess allowance may not be paid concurrently. 


i picteyentinaeetnint ote mannan Sst mt chon penance thi eth. 1 entities tem a aor Loge shapes EAS. 
ss deat Lt Aa ede PY Cees sinneeteaten er 


eee - CONFIDENTIAL seo ee 


/06 : CIA-RDP81-00728R000100010039-0 


Approved For Reiegse 2006/11/08 “cia'RoPet-o07zercodrgo0100se-OVUNFIDEN TIAL 


Chas ~2- | 

d 10. ~The delegations of ‘authority, and the personal approvals required on 

travel requests do not conform to the organizational titles in OS0, ine . 

= ata ag Special Support Staff or current procedures within those : 

units. es a4 RS ON Aye | id, 

| | 
| r 

| 

§ { 

| . 

| - 

| 

| } 

' | 
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Office /LEMLOVANAUI © UNITED STATES GOVERNMENT 


TO. _: Management Officer ; 7 DATE: 2 September 1949 


cic eee anno canteen enter ones 
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FROM : Deputy Budget Officer. 


| STATINTL SUBJECT: Proposed draft of Administrative Inst. 
_STATINTL | pe | | . [ 


; l. The attached revision of the draft of Administrative 
STATINTE Instruction[ __—s«d| forwarded by this office on 11 August 1949 
. s e has been reviewed and it is desired to concur in the revision 
subject to the following comments or suggestions: 


be 

| ; ; 

L @. It is noted that in Paragraph 1a(3) that there has 7 
-_ been inserted "form 34-5)", Reference to the Form No. was 7 
bes intentionally omitted by this office at the time of preparation he 
| Since it was not determined essential und in order to preclude : 
b the necessity of amending the Instruction in the event of a ah 
change in the Form No. — : | | ? 


sure tee teen, 


b be It is noted that a change has been made in subparagraph 
i a a (5)(a) on page 2 in relation to similar instructions set forth 
pone a no set under (5)(d) on page 3, i.es, in one instance it is indicated 
{ that physical examination should be taken 90 days prior to 
departure whereas in the other case, instructions state that eo 
requests for physical examinations will be forwarded not less eo i 
than 60 days prior to date of departure. | : 


c. In subparagraph b. on page 4, the following sentences 
have been eliminated: "The requesting and approving officials 
“ of each organizational unit concerned should be in a position 
- . to justify the rates requested, the approval of a request by 
es the initiating office shall be deemed a certificate that the 
of {- rates stipulated therein are not in excess of the amount normally 
Ve required to meet the official travel expenses to the locations 
. ban listed and under the circumstances involved", . 


| 1 Wwe . This office is of the opinion that a statement sub- aay 
Peas stantially similar to that indicated above should be included : 
i in the Administrative Instruction in order that administrative oe 
| - and operating officials would more fully realize their . 
ne . responsibilities and would be cognizant of the need for furnishing 
tg authorizing officials with adequate information when necessary 
Bince the authorizing officials are usually not in a position 
to make a determination, except on the basis of information om ar 
reflected by the requesting and approving officials, The | ae 
reasons for including a somewhat similar statement in Adminis- righ Stee 
trative Instruction were substantially the same as those iy 
which now exist, The placing of ‘such responsibilities will tend 


sar 
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o 7 : to the original order; and travel or transportation commences 
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| _ to eliminate some time-consuming reviews in the future. 
and satisfy the requirements of the General Accounting Office, 


_ @, Subsequent to the issuance of the original draft, 
‘there has come to the attention of this office the matter. 
of providing authority where appropriate for employees to 

move at Government. expense, dependents and personal effects 
acquired subsequent to the issuance of change in station . 
orders. It is therefore desired that there be added on 

' page 7 as subparagraph l=-c=(10) the following: “Travel and— 
transportation expenses of dependents and their household 
goods and personal effects (within established weight limit- — 
ations) acquired subsequent to issuance of change in station 
or home leave orders when properly authorized, in an amendment 


within one year of the date of the original order", — 
oe 2. With the exception of the above matters ; this office is of 
the opinion that the proposed Instruction is ready for issuance and 

has concurred subject to consideration of the items set forth herein. 
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CENTRAL INTELLIGENCE AGENCY 
. Washington, D. C. 


ADMINISTRATIVE INSTRUCTION = 26 December 1918 
NUMBER cae | cae 


i : eee <a SUBJECT: . Overseas Allowances 


STATINTL pe es | a =. Recision: Adminis trative Instruction[ | 
I. ap See . oe oad dated 25 October 19:7 
cn ees : | 1. Effective at the close of business 25 December 
STATINTL. . ee 
iy ee eee _  19h8, Administrative Instruction ey 25 October 
po 9 As rescinded. oe ae 
[ | 2. Effective 26 December 198, overseas allowances 
i ; will be paid CIA employees in accordance with the pro- 
= oF | Visions of applicable regulations issued by the Depart— 
: ee ment of State, Bureau of the Budget, and Civil Service 
| Commission, | : 


3- Allowances granted will be subject to pertinent 
Agency. administrative congrols and instructions. 


Re We HILLENKOETTER 
Rear Admiral, USN 
Director of Central Intelligence 
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| ADMINISTRATIVE INSTRUCTION a | -s __ Docomber 1948 
STATINTL _. NUMBER oe 2 | | 
! SUBJECT: OVERSEAS ALLOWANCES 7 
A. Effective at the close of business 256 December, - 1948, Administrative 
‘STATINTL | 
3 | | Inetruction[ dated 26 October 1947 is rescinded, | 
 @. Effeotive 26 December 1948, overseas allowances will be paid CIA. . | 
Pes, : employees in sccondance with the provisions ) , regulations issued 
| a by the pect of State, Bureau of the Budget, and Civil Service 
| Commission. © | 
. 2 Bs Allowances granted will be Bubjeot to pertinent Agency administrative 
i controls and instructions. | a | 
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ees i ar re RH. RIELEEWKOETTER 
= | : _ Rear Admiral, USN 
Director of Central Intelligence 
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ee ADMINISTRATIVE INSTRUCTION ee ae GB December 1948 
fe ke ee a 7 Vee ee | 
STATINTL da NUMBER Cl 


. ae leita OERSAS ALLOWANCES 


‘1. Effective at the close of business 25 December 1948, Administrative | 
STATINTL dey Instruction[ dated 25 October 1947 is rescinded. | 

| 2. Effective 26 December 1948, overseas allowances will be paid CIA © 

i , : 

employees in accordance with the provisions rear nr issued 


i Dees by the Department of. State, Bureau, of the Budget, and Civil Service 
i ; ; : : 
F Commission.: 

r 3. Allowances granted will be subject to pertinent Agency administrative 


controls and instructions. - 


Re He HILLENKOETTER 
Rear Admiral, USN 
Director of Central a 
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4.. Local Personnel oe i 


Personnel hired locally by Chiefe ef Missiens mermally will receive. 
travel expense, allewanses and ether benefits as dictated by leoal eusten, 
and, whenever pessible, ‘practices fellewed by ether govermmental activities. 
Baployment deouments er contracts fer services nust set ferth the details 


ef. the arrangement in eneh case. | 


5 Except as specifioally approved otherwise by the Directer, the additional 
benefits provided by this Instruction shall not apply te individuals 4m these 


oases where the travel er transportation eemmenoed prier te the date ef this: 
Instruction, es oo, — one 


Re H. HILLENKOETTER 
| Rear Aduiral, U8N 
. Direeter of Central Intelligence 
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ATPACHMENT TO ADMINISTRATIVE INsTRUCTION [} DATED 


STATINTL administrative Instruction[ | dated . oe 
will apply te travel, allewanees and related expenses paid fren 
eenfidential funds exeept as epecifieally appreved etherwiee by | 
the Director er hie designee, => * ie a . 


Ro ee eee ks  ETRUNKOET TER 
BR hg a Rear Admiral, USN 
or cate “ | ce Direoter ef Central Intelligence | 


DISTRIBUTION: A. 


ee oe oo NOTE s This attachment will net be used with copies ef Administrative 
. 7 Instruction|_ | distributed eutside the Washingten Office. 


: q fone oe or ee 
3 “ ats is " _ is st rl . A , oe Rete . a4 
pe gottaats SA ea NO aa ca lege nbc SARS Aa caonttnnnd vente rir inemnente rei Al catenin anda etme ns whttanaihn See antennas 
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(b) Chief, Personnel Division, in oases involving permanent 
change of station or travel to first post of duty abroad. 


| (o) Exeout 
my warden Fraatf ade 


ive in cases of Staff Chiefs or Assistant Directors, 
tend Ae otaredned(, 
(d) ~Exeoutive;—Deputy-Exeoutive,—or- Chief, Administrative 
Staff, when request includes overseas transportation of automobile. 
(2) Personal action of each forwarding official must be indicated 
on the request. Requests for domestic travel will be submitted in 


sufficient time to be processed and reach the Fiscal Division at least 
48 hours prior to the planned departure time. 


| Requests for foreign 
travel should be submitted 60 days in advanee of planned date of 
departure. . sce . 


(3) The Fisoal Division, upon the recommendation of the Chief, 
Services Division, may issue monthly blanket travel orders for truck 

drivers engaged in repeated official trips and arrange for periodio 
submission of travel vouchers covering such repeated travel. 


d. Responsibilities of the Transportation Branch, Services Division. 
) (1) Provide travel arrangement serviee. Personnel ordered overseas 
ada w4AN saat contact the Transportation Branoh six weeks prior to. departure. 


(2) Arrange for the issuance of passports, visae, and secure 
theater olearanoe when necessary, | 


(3) Verify that properly authenticated official orders have been 
issued, and that security olearance, physical examination, immunization, 
passports, visas, and theater clearance have been obtained before 
releasing the tickets or Transportation Request to the traveler. 


e. Armed Services Personnel. 


Armed Services personnel performing temporary duty travel or travel 


in connection with a permanent change of station for the benefit: of the 
_ Agenoy will be reimbursed for per diem an 


nd travel costs in accordanos with 
the travel regulations of the Armed Services. Upon receipt of travel 

.  Fequests approved by the Fiscal Division, the Naval Administrative Command 
ae Or Headquarters Detachment will issue ap . | 


propriate travel orders. Two 
certified copies of the orders will be forwarded to the Fisoal Division. 


f. Physical Examinations and Immunizations in Connection with Foreign 
Travel. ie, © on aed Re : | 


—- 3 (1) A complete physical examination and required immuni zation are 
oy te necessary within 90 days prior to departure, me m1. 


4 (8) am additional 
oS 


physical examination to insure freedom ‘from | 
oo \ Communicable diseases 


| is required within 48 hours prior to departure 
\ > from Washington, | sg 
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ee - Ofie Memorandum ° UNITED STATES | GOVERNMENT 
ue 
a ee : i Executive | SRG een hae: DATE: 3 January 1950. 
| FROM 1 Mena genont Officer a rg OO a | 
STATINTL susjucr: Adninistrative Instruction [| Travel, Allowances and Related 
omen Expenseas _ 
r ae 1. Recommend approval of the attached revision of. Administrative | 
s ‘: ination , co 
cc 2. The revision was necessary due to additional authorities grant= 
i ed the Agency by Public Law 110, 8lst Congress. 
Py 3. The final draft as contained in the attached stencils has been 
: ae in coordination since September 1949, and has the concurrence of all 
Cas @f _ dnterested offices and wvarte | 
Pree Ma jor ‘eocimendations or points of ‘difference and the final 
_ solution in each case ig as indicated belows 
(1) Recommendations That authority to approve aiorasy 
lodging allowances be not delegated to field stations until 
after publication of a Presidential Executive Order authori zing. 
34 such delogatione 
Be oe Actions Included in Administrative Instruction. 
| (2). Recommendations That the Administrative Inatruction 
apply to expenses paid from confidential funds except where— 
i specifically approved otherwise. 
7 Actions Included in Administrative Instruction. 
' (3) Recomiendations That the effective ee of comnencement 
of tour of duty abroad be established as the date one: employee 
; departs from the United States. 
. Actions Date of commencement of foreign cous of duty 
established as date of arrival at foreign post of dutye: 
| . (4) Redanisiistions “That the Administrative ‘Tage rustion 
a -. not apply to travel or transportation oomnene ne. ‘prior to issue 
“i _ date of the Instruction. 
ie | Actions Inoluded in Adninistrative Instruction 
cbs 
i: (5) ie somiendadl bac ‘That. authority be included for ships 
ee ment of "after acquired" household effects within presoribed 
weight allowances. : : 
: Actions Included in Administrative Instruction. . 
2 aul ainor’ ‘points of difference were resolved to the satis 
| a aie, of the conourring offices. | ; ay 
See Sn ec oe ie eae aes 
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; Be Please note that the signature of the Director is “required in 
two pieces: ‘as marked ais on the Instruction and (2) on the e attachment. Bo 


STATINTL 
STATINTL | ome ee a oe 7 aca 
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. Attachment 
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f ie cee “aranpanorron no, Approved Foy Release 2008 MAK 
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oe Mgnagenent officer gee 2% a DATE: 22 December 1lig 


FROM. : ‘Legal Staff 


is sumer: Proposed Adnini stretive pinaster ey 


> le This office concurs in the: comments nea. i the Budget 
Officer in memorandum dated 19 December 1949, and particular : 
reference is made to Paragraph be and his: observations in meee +e. 
"temporary lodging." | : 


| 

i 

{ 

; 
} 2.: We believe that the only source. of: ‘authority for issuance . 

i . of a temporary lodging allowance lies in the Foreign Service Act : 

[ . of 1946 (Section 901 (1)), and it is not extended to agencies other : me 
a re than the State Departm . 

| 
| 
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STATINTL  ADMENISTRATIVE glam Ate pate A ng eae 


eo ‘SUBJECT 8 Travel, Allowances, and Related Exponses 


-  RESCISSIONSs ae. Administrative tastruation[ Jaated 26 December ee 
hid. fee ; subjects Overseas Allowances. 


| STATINTL | 
ok eee. : “De Administrative instruction] dated 7: Jane 199, 


Oe: Aduscdourative hiseqotieg dated 1 ro 1949, 


| aN subjects Travel Allowances (Interim Instructions). 


| SVN oe i Administrative instruction [ Jantea 26 ootober 1949, 
' 7 | _aubjects arave’: ‘Allowances, 
kh Travel and Related Itome 
Be travel and transportation expenses, and expenses incident thereto, | 7 
Anoluding those inourred in the movement of dependents, househola goods and | | 
personal effects, may be paid to or on behalf of employees in. accordance with | 
the provisions of Public Lew 600 « 79th Congress, ‘Public Law 92 « Bist. Congress, | 
Agency and. other appropriate legislation, regulations issued thereunder the 
a . Standardized Gevernnent ‘Travel Regulations, and. the Horeten Service Regulations, 
| | | ex sssort an stherniee sreoitied in €pis instruction. | | 
! De Issuance of Travei Orders 
| ( 1.) Travel orders will be Asswed by the Fiscal Division pean as 
otherwise stated. | 
: | | es i. (2s) Chiefs of Mission. outeide the Continental United States may 
Pn age authorise, approve, and tesue travel orders for temporary duty. travel 
"within their theaters for employees under their deriediotion, 2 
ae | Oe Requeste for Travel Orders . ee : . 
: 4) Requests for travel orders, or. azendnents thereto, other than, Pa 
ies those lesued by, Shiete of Mission, abel be prepared in ‘triphieate. ao 


aesvarires.. : | ee ? a 
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_Mametoren a 
The original and one « copy will be routed to the Fiscal Division, and 
one ‘copy will be routed to the ‘Transportation Branch, services Divisions 
all copies will be routed throughs 

(mo) Asstetant Direotors or stare chiers or their pepnsien in 
the ose of individuals under their Jurtsdt ction, | 

(b) Chief, Personne} Division, in oases involving permanent ~ 
change of' station or travel to first post, of duty atroad, 

(0) Exeoutive in onse of Staff Chiefs and Assietant Sinesterd) 
where overseas trevol is involved, except temporary duty waved 
entirely within the theater of a Chief of Mission; and where 

| specifically provided in other Agency regulations. 4,2: _ 
(2. ) Personal action of each forwarding official mast be indfoated 


on the request, Requeats for domestic travel will be submitted in 


suffiotont time to be processed and reach the Fiscal Division at least 


(48 hous prior to the planned departure time. Requeste for foreign 
travel should be submitted 60 days in 
: (3s) ‘The Fiscal Division, upon the recommendation of the Chief, 
Services Division, may issue monthly blanket trave? orders for truck | 

drivers engaged in repeated official trips and avrange for Periodic 


‘submission of travel vouchers covering such repeated travels 


de Responsibilities of the Transportation Branch, Services Division. 


(4) Provide trave Derrangenent service. (travelers, reporting to 


a foreign points will contact. personally wherever possible the Branch at 


least 6 weeks before the planned date of Aoparture to fasilitate the 
. arrangements.) | | 


(2) ‘Arrange for the Lerusnee of Passports, visas, and seoure theater 


RBBMRIOTED 


advanoe of planned date of departure. 
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6.) “Verify that t properly authentioated offieial orders have been 
ee Lesued, and that seourity clearance, physical exanination, Amuntsation 
(where required), passports, visas, and theater olearance have been 
obtained before releasing the tiekets or Transportation Request to 
“tho travelers | | 

oe Armed Services Personnel 


Armed Services personnel performing tenporary duty travel or ‘travel 


din connestion with: & permanent. ohange of etation for the benefit of the Agenoy 
wih be reinbureed for per diem and travel sosta in accordance with the travel 
“regulations of the Armed Services. Upon reoeipt of travel requests approved 


: by the Fiscal Division, the Naval Administrative Command or Headquarters 


Detachrent will issue appropriate travel orders. Two oertified oan of the 


orders will be forwarded to the Fiseal Diviedon, | 


f. Physical Examinations and Inmmunisations in Connection with Foreign 

Travel. : | | | 

Qe ) A eciloiete steal axanl patton and required immnisution are | 
necessary within 90 days prior to departure. 

(2.) An additional physical examination to insure erase froy. 
communicable diseases is required within 46 hours ‘prior to departure from 3 
Washington, - ae “A se 7 | | | Pie | 

(Be) A returnee physical exanination ie Fequired within 5 =~ after 

oe returning to Washington from overseas essigment, | 
: (le) Physical examinations and Ammuni cations chal) be requested by | eee 
“permeting a Request for Medical ‘Examination ona/te Inmuni sation (Porn: Ho. R72) : 
to the Medical Division wherever possible, not less than: 60 days pre to 


ee cstimted date of. departure, 


te 
ian: 
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| Ge Travel Asoounts 


‘travel Voushers met be. submitted to the Fisoal Division upon come. 


2 pletion of each trip or at the ond of each oe lendar month in case of extended 
travel. ‘Vouchers for: travel aullicetbed by a Chief of an overseas post shall ‘be 
“matted to the. appropriate post officiel for processing, Armed Services pere 
: sonnel shall give the ‘necessary data to the Headquarter Detachment or Naval 


: Adntidetrative Command for the preparation of vouchers and submLesion to the 


Fiscal Divisions Copies of regulations pertaining to travel may be obtained 


from the Fisoal peraeeehs in addition to advice as to the preparation and sube 


mission of vouchers, 


h. Per Diem and Mileage 
| (1. ) Per diem and Sree rates provided under tia lews and 
regulations represent the maxctmnum allowable. Officials authorized to issue 
travel orders will reduce the stipulated rates whenever available infore 
mation indioates that the. si rates will exceed the necessary official | 
traveling expenses, ‘The requesting and approving off ‘Molals of each 
organizational unit cooerned ‘should be in a position to juetify the rates 
requested, ‘The approval of a request by the initiating office will. be 
deemed & Certificate that the rates otipulated therein are not in excess 
of the anocuntes normally required to neot the necessary official travel 
expenses under the oirounstanses, . 
(26) For extended periodsvot temporary duty at the sane post in the . 
United | States, noreally 1 the following schedule of maxim rates ehall apply | 


a Absence of. 40 days or. leas nad not be considered as  Anterrapting the 


ss contimntty of ery: duty at the ane Poste 


: i on it tse . is ee FS REE Let ene ee Reet re amet ae ee 
Seeutie nating tected withinctinnibi biver nore net ee 


eet nein "Approved F For Release 2006/11/06 : “CIA. ROPS!- 00728R000100010039 o | 
| are, a a 1 wow hg 
te Neate ee 7 = _ RESTRIOTED cae 


| gl > Sok PL yo BOE Ee) Por dien inoddent to travel abroad and return therefrom, pale 
Pe at a ta an ‘enployee and his inmodiate fanily, ehall be in accordance with 


owen txtane of the Foreign Service Regulations, 
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Separation allowances Wild we ee te Jaren ial ose due tanger 
@ised Government Civilian Allowance Regulations as a veolu. 
(20) Chiefs of Wission aro authorized to grant U. Se. oitdsen supteyete: 


2 toupérary lodging, quarters, post, ‘and special post allowances on the basis 


| . of evidence submitted to and investigated by him, subject to recognized 
| Preview practices by the Fisoal Division, Application for Allowances 


(Form Noe 3ye52) will be submitted in spies by the employee to his 
Chier of VWissione 
(30) Prior determination with veupeat to transfer and separation 
| allowances will be made by the Fiscal Division on the basie of detailed 
Anfornation submitted by the Chiefs of Mission and their recommendations. 
| Chiers of ieLasion may grant transfer and separation allowances when a » 
‘speoitioally dirested by the Chior, Fiscal Divisions Application for 3 3 
quash allowanees, will be processed as in - above and eupported by 
- information in cuffiotent detail to permit a deteraination se to he: | 
Proprtety for: sib Paynenta, et grr s oe ae tear ae os oe 
| musmmrore> oO io ge Se ee 
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in quadruplicate, of a Svhedule of Allowances (Form Bhe33) 0 The original 


: of living allowances will be paid employees in accordance with Feguistions 
- Sseued by the Department of State and ‘the Civil Service Commission. 


by the Chief, Personnel eee and be inoluded on the omplayeos Perecunel 
os Actions (Form Ho. 3793) 0 : 


meclares most de. a ottizen, or national of the United States. 
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(ue) The granting of temporary lodging, quarters, post, especial post, 


"transfer and seperation allowances will be effected through the issuance, 


and 2 signed copies, together with a signed copy of each pertinent Applic 


. oation for Allowances, mst. be tranenitted to the Pisoal Divisions 


Ge) Sohedules of Allowances will be lesuod each time an allowance is 


- granted, revised, or terminated. The schedules also must be issued at the 


beginning of each fisoal yoar QQ duly) with douzlete information as to the 
allowances paysble to the employees of each Missions however, where no. 


ohange has occurred, it will not be. necessary to submit supporting evidence 


and ‘Anformation Sthaites required by this instruction, 


(66) As of 1 January and 1 duly of each year and at such other times. 


as may be deemed necessary by the Chief of Mission, he should review his 


employee s* gecimited annual expenditure for quarters. The estimated 
amount should be oompared with ‘aroma a to expenditures made aaa 
anticipated to determine the need for requiring the sinsloyeate submit 
a revised Application for Allowances, thereby applying for : revised 
quarters or quarters portion of a special post allowance a 

Ge Post Differentials and Cost of Living Allowances 


Ade ) Foreign and territorial post differentials and territorial cost 
. (2e) Such differentials and allowances. will be. granted, where applicable, . 


Be), To be eligible for Foreign and territorial post « differentials on 


Emer a oe rags 


Leones hee ce es ene eee 


who fo absent under orders frog hie ueual pont of duty, or ‘eho te sanigeed to. 
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Se. Speetal Authoritions : 


Tnoldent to ‘ausignment of enployoas to pormanent duty stations out side the 


= oontinental United States, its terri-tor les and ponsessions, the following Oe 


ponoes, in addition to thoae normally payables may bo allowed: 


the Trevel enn transportation oxpenso ineLdent to return of an eneroyee and 


his ineodiate foatly when ordered to she United Stetes for hone loaves ‘the Otw 


‘ployeo muat have boon o rosidont of tho Valted Staton or its Territories and 
a posuegsiona at tine of onploymont by tho Covermmtite Orders for how leave will 
be Lamued oe aouplotion by tho euployie ef 2 yours oout2nuous Govertmont gory~ 


- tee abrond or ag seca ag pogaible thereafter, provided that ho haw socrued to tie 


orodtt at the ‘tino of euch order annual lenve aulMotent to carry him in pay 
status while in the united States for nb least 2 20 dayr poriode In the event 


$he full 2 yoors sorvico has not been opens with the Aganoy, the employee will 


ba raguired to siga an agretannt to oonplebe 2 yoarg of servies with the Agemoy 
unless Reperatad for reasons beyond his controls While on hone leave, ce One 


ployee shall not be available for work or duties except in the Agency or for 


| training or reorlentation for warkg and the time of such work or duty hell not 


bo. counted as Loaven Leave af absense granted for howe leave ahall be expluaive 


of the time: act: sally and asoossarily ‘vooupled: in going to or froa rasidence in 


: the United Staten or Lhe Territories and posgeagions and such tine ag may be 


neowssarity occupied in awaiting transportation. ofa e | 
| Be ‘frevol and transportetd on exponns, inaluding traneportation of household 4 
goods and personal effects, of en employee and his innediate fantly to his” 


suscossivo posta of cutis and on tha. termination of alo sorvicog, to his rosie | 
‘dence. at. tine of appotatmont or = @ point x not ROR. at atant ore upon, retirement 


to ‘the place vihershe will FoShdOs 


Ge Cost: of storing the. household. saa: and personel ettecta of an employee 
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| ‘ post to whieh, because of ena rgouey cont thane, bo La nob pornt teed to tal | er 

: hia housohold and persone) effeotins When it ta detormiand, because of omrgenoy : 

conditions, that household ‘goody and paraonel offeata may not be shippod, tho | 

: facta sunt: be brought to the inmaodia: bo attention of the Pigeal Divisione Houses 

| hold goote and porsounl effeote stored may not exoved the outhorised weight 


| | aLlowanoes 


de Coat of aeeine the household goods and personal effoote of an axployee 
on Yirat arrival ot a post for a period not in Oxooss of 3 months after puch firet 
| ereiaval or unpit tho ootab lishment of rosidonoe quartora, whichovor shall be 


shortare 


Oo Travol and bransportatiog oxponse, inctuding trongportet! + on af household 
goods and poraonal effects, af an employee end: bie Anmadlate fontly from a post 
at. wnloh, becmase of the provalenas of disturbed aonditLong, Shor: ia inninont 
danger és life and proportys and the raturn of sugh porsens, poode and offects: 
to suioh pow upon She connabion of gugh condithones or 40. such other past asimay 
in tho moaning havo bese the post to which tho eaplcgoe! has beer nnsignede | 
‘Pacts concoralay the neoosalty for the nove muah bo oheorly. vet forth in the 
‘request for or 2: »prowal of travels | | 

fe ‘Exponge in tronaporting ry privatoipmomed a aut: saohte } for or on belmir of 
) 3 enplayos tn a cane whee bay is determined thet werers rail, or air transportes 

thoy of tho auboncbiol is necessary or oxpedi ant for any part or of: ae the die- 

; tance betweun points of origin and destinations Determination that an exployee's 
privatolysomed automobile is to be shipped at Govarnaent expense must be indte ' 
cuted du the Fequout for travel, The exployee will be required to sign on. 
agreement precluding the aale of the automobile unless subsequently euthorised ot : 
: by the Aalotant Director: or state: ‘Chief. goncarneds 
ge ‘Travel expense of a fulletine ‘employee, by uhateror Oa deoned eppros 
| Petatny where lines. on: injury (wot he regult of vistous babii, oteaperenoe, 


Scent. tery atnne ema wane EEG Vie enema Mets tN ott Mec eg weenie iin te 
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. or misconduct) inourred while On osetement abroad, necessitates hospitalization 


in a locality whore there does not exist a sultable hospital or olintos, if the 
enployee is too 411 to travel, unattended, travel expense of an attendant may also 


ve Palde xoont in extrena sargonoy, approval for travel. under thi seotion mast 


be seoured in axtvange Prox the Exacutives 4 complete report mast be furnished 
to the Fiaoal Division in all cazems | 


he. Coat. of proparing and sranaporbing the ronad ng of an employee or a member 
of hiy familys who may die mbklo in a travel phates or abroad, to his home or 
of@totel wtation, or to suoh other place determined by the Chief, Por sonnel 


7 Division, to be the appropriate place of Lnternont, providing that in xo case 


 #hall tho oxpense allowed bo gronter ‘than the auount payable bad the destination 


been the hone or of'fLolal abatlone 


fe fravel and transportation expense, Yaowieing ‘eccanerieion of household 
innodiate 
foods and personnal offects, of now appointees and thoir/fami lies from places of 


sotual residence in foraign oountrios ab tine of appointment to places of anploye 


ment or a point not more dintante Such appointees mat agree in writing to ree 
vaio with the Yaited Stabon Sovernment for a period of not lesa than 2 years from 


the bine of appolntaents Ylolation of such agreement Lor personal convenience 


: of an eraployeo or booause of separation for misconduct will bar roturn payments 
. ands in ‘the event of such violetion wit “hin 12 months, ar doterniood by the Chief, 


Personal Division, te be in the best. interest of the Dalted Statveg,. ony ies 


expended on sceount of sagh travel and transportation ahall be considered asa 


debt due by the todividua comerned to the United Statens | ss 
Je Traval. sad transportation expense of dependents and household goods and yecous 
personal effects (withdn ostabli shed weight Uattations) nie suteoquet to 
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BE Ragtatown 


pee tah as 


| ; tesuance- of ‘ghango tn stats om or - hone leave orderss mton ‘properly sathorized 
dn an ananyinont to the original order, and travel or transportation commences 
: within ene your of the date the eaplayee arrives at his post or dubye 
de Loon), Porsonnels 
Peracnuel hired. locally by Chiefs or Uieatons noraally 9 will roseiva travel 
i ‘emente, allowances and other honefite ag atotated by lecal custom, and, whonever 
 poasible, | , eractioes falloved by other goversmontel notivi ties, Eup] opment doous | 
| monte om oontracta for services must set forth the details of she errangonent 


in each Cand. 


DISTRIDUTION: A 


COMCTPREUCES s 


1 
°F samat aman ennianins santinee terme teaninsartinanneatinanaereteniaincoahinsiiea. wae 4 Senansb be Eee, cama ntehlaand atts wkar ts ASOr Geil Smash atv VuAin aan rasa ai ierentm noe ach aia Soe met Att el MR attbneatieemreaye tacinammebonmes paceman neteltecantcyenty donate! 


DN 


a 
a 


mete. “Approved Fork Release 2006/11/06 CIA. RDP81- 00728R090100010038-0. oe oe 
aoe * BRAYTaDeoenber 6 19/9 


ene pee 


- “arson 70 1} dated 


| " Adstntateativo Tnabructiton oe) datod December, 149, 


7 vill apply to revel, performed under Confidential Funds —— except 
when. spontftoally approved < othervise, : | : 


DISTRIBUTION: A. 


ROWS: this Attachnent will nob be ‘uned wath copies. of Adsiniatrative 
| Insttustion [_—}atetites ontuide the Waghington office, 


ee 


(cura, chrenirowide A it! AGENCY 
f ~ INSTRUCTION 
(aby amerson or ono 


ee QUARTERS y : LOST TOF | “LIVING see eee FORSIGN LIVING ALLOWANCE BS 


_ 


Where specifically suthorieed or approved, quarters allowances, cost - 


of “ving Sirwanses ».0F ‘special eoreieh Living allowances ‘shall be paid to 


those employees having permanent station ina foroign country : 


Such allow- = 
ances s shal be. paid ain accordance with the provisions of Burcau of the Budget 
Circular A-8, Parts ‘Aand B. Y 
2 


ce hes cee a SEO LOM 7 r 


For the PUseOr ee of f paragraph 6 a Part As. civilian.employeos wiht 


ef jianiroes t0~ 


acoap Ze 


‘Chief of Missions and othe or principal eit hcens dir- 
ectly. subordinate to Washington, Ds Os (Unless. othervise_approves - 


« 


a By THe Lirector,. “these officials 


. 


will fait” ‘in: eyddee CAF=13 or P-6 
‘or above. 


imp toyee es in ‘those grades who are not Paige subordi-~ 
nate to “Jashington are Listed in aro 3). 


“Group 3 Be. 


Technical ane professional employees with grades of 
cnr 3 or P=3 or. - above and HOY covered by wee ‘De 


"ENUMBERED PER oma ‘CHNBRAL oo ; 
' . a Je amie 
2 


‘Lieutenant General, 18 
a Director, CI 
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aud 
oe 


dh L INTE ane “GENCY 
3 Washington, De Ce. 


LDAINISTR. TIVE: INSTRUCTION — 26 December I 


NUMBSR | | | 
te Ge Dy 
SUBJECT: Overseas sLlgwances: oe : ae i 


Reciston: een Instruction [—] os ft 
dated 25 October! ash? 3 ~ STATINTL 


\ ~ 


? 
2 . 


| le Effective at the’ close. éf business 25 December | 
198, Adninistrative Insty ae 25 October = STATINTL 
19h? is rescinded. . “yy ! ee ae aoe 


| 2. 8ffective 26 Deceniier 196, overseas allowances 
will be paid CI. employees” jn accordance with the pro 
visions of applicable: regulations issued by the Depart-— 
ment of State, Bureau of the} Bucget, and Civil Service 


iinet ibe ease ns Sa age SiMe own 


TS Re nit es nea CNL Lid as uae 


Commission. - a ty 
fo % ; NOs Oe : 

; 3. LDlowances ranted ¥ wb1ll be subject to pertinent ! 
Jgency adninistratide controls) and instructions. ' 
A " | 

sa STATINTL é 


a H. HILLENKOSTTER. 
Rear i.dmiral, USN... 
Director of Central Entel ibence 


DISTRI BUTION: J 


K 
é 
4 
4 
a 
3 
‘ 
3 
t 
H 
a 
‘ 
vt 


“living: eee ‘will be paid coloraes: he ‘ing iain o station - dn’ 
-a-foreign country in\nccordance with Brovigions of’ Bureau. of: f Budget 
_ Cdreular An8,. Parts ae Be oe one 


ee Cla sificatio ‘civilion  enplayees » 4 be: clessified” 
as: SCTLeHe 


ie 


“Group. 2 
“ay 
+ grades CAF 19 or Pe6 or ‘above. 
(2) 


— 


Chiefs ePyteslone 0 nnd: ie » pt riotipak: officers 
directly subgdinata to Washington, .D. Cc. ane 


Chiefs of itadyons, ‘and: other: ‘principal officers. 


directly subor 


> grades. “Pe clow CANe13. or P=6' ‘may: receive. the. ao | 


- ance applicable 


A to le, shitigton,: De Coy in” 
this’ Group. if, speotfteally’ 


oe ay zed by the nee a 
Group J ee a —- - \ on 


| : a : 
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‘Ey loyees’. in grades CAF=13 or Pé. ‘or above Sobe 


not directly subordinate to. Washington, D, et 


ployees: dn: ‘grades CAFES oF F Pad and above who: 


vo ger re not: covered . by. Group: Be i 
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‘Surtare ALouanoe’ (oontinsed) 


“ay” ‘Not to. cxieoad: 90 days. ‘airing coe abnenss. 
undor orders dnélusive ‘of any: approved: annual. 
oe Jeave s | ‘If it:ts~ anticipated that temporary = 
~. duty will extend beyond .90. days, a transfer. of. 
| offtedal station ‘should: be elves m 


(2). Not tc. eceed 90° days: atie authorized vee 
| of absence with pay: plus. transit: tine: when leave. 
ae taken in ‘the. ‘United’ States, 


(3) During: abaence fron post of ‘desiganent without 
"pay on. account of illness or. beyond the period. 


of, leave with pay specified above, when ‘the Dire 
~~ ector. deternines that» such. sontinucnee vould be ce 


in’ the amubete interest. | > oven 


living pLlowarice: provided. by. Bureau, of the: Budget: 

eis _.. Cireular. A-8 for personnel - pornanently. assigned to 

SS... foreign. stations will be authorized while | dn travel, 
e “status, tor ea 


(a) Posechney. with. n fontly provided fenddy does | 
8, Bots: accompany euployees : 


(2) Personnel without. fomdly during’ any trip of 
se less: ‘than 24 hours durations’ 


Re: Hq “HCLLENKOBTTER 
oe “Recr. Admiral, “USN 
_ Director of Central. Ententtgencs, 


tation allowances now being paid before the greater quarters 


-e@)e As Stated in d above, the. prescribed allowances are maxie— 
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MEMORANDUM TO "Ili ASSISTANT DIREOTOR FOR SPECIAL OPERATIONS 
— Subject: — CIG: Administrative orderf__|_ 


1ieerereorrenencn pate eipannen sae 


‘Fnolosure: Be Memorandum from the Chief, Special Fund 
Eo the ADSO, dated 2 Desa 1946, 


25X11 


i1,. Attached hereto is a . memorandum, dated 2 December 1946, | 
from the Chief, Special Funds Section to you concerning the | 
above subject. ae requests a specific definition of thee | 
' persons who are elig [oO receive the quarters allowance come 
mensurate with a Group II classification. Paragraph 6, Part A. 


of Bureau of the Budget Circular A8, provides for the. classifie | 
cation of employees in four groups. This classification is one | 


of the bases which determines the amount of quarters allowances 


we be pald. | . eg 25xX1 


. 2. Whe following ig submitted in accordance with the 
questions set forth Jn para S of Mr. lichols!. memorandum? 
b). Administrative Order provides that Group II clas- 
gification applies to Chie “Missions and other principal 
officers directly subordinate to Washington, De Ce, and wiless 
otherwise approved by the Director, these officials will fall 
in grades CAF@$15 or PeG or above. Therefore, the answer to 
question b would appear to be yes. 

-e). There appears to be no reason why the Chief of a small 
station necessarily should be treated differently than the 
Chief of a larger station if he otherwise is eligible to res 
celve the quarters allowance for Group IIe ~ | 
4). It appears that a few individuals are receiving approved | 
representation allowances and may. now be eligible to receive 
higher quarters allowances...The amounts prescribed in Bureau. 
of the Budget Circular A-8 are the maximum amount only, and it 
ts within the administrative discretion of the head of the de= 
partment concerned to prescribe lower amounts or no allowances 


where the expenses incurred at the overseas station are less 


than those anticipated, or where no higher costs for living. 
expenses are occasioned by the assignment ina foreign country. 
It would appear desirable that a review be made of all represm= 


allowances are made effective based on the higher elassification 
of the individuals concerned. . oF 


mum amounts and, where the expenses at a particular station do 


not warrant paymont of the full amount, an- administrative detere 


mination should be made as to amounts to be paid. Since the: 
actual Chief of Mission in this case has tumed over to a 


acetiah ek 
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_ Subordinate the soolal responsibilities normally the liability 
of the Chief of Mission and 1s himself living very covertly, | 
there should be a determination of the living expenses which 

would normally be ineurred by an individual in the status 7 
‘presently ocoupled by the actual Chief of Mission. The paymait 

of quarters allowances should then be based on such expenses 

rather than the expenses normally anticipated for the Chief of 

@ Mission assuming full responsibility. In addition, the 

_ representation allowance reoeived by the subordinate acting » . 

as the Chief of Mission should be reviewed. Under the ciroume 

stances, it might be deemed appropriate to classify him in | 

Group II if otherwise eligible to be placed in such a Groupe 


3. Paragraph a memorandum recommends 
that no person recelve the Group classification except on 
request of the Chief of the branch concerned and the specifie 
approval of the Assistant Director for Special Operations or 
other Assistant Director concerned, It is believed that this. 
is a desirable procedure, inasmuch as the payment of the maximum 
quarters and cost of living allowances is a matter for adminte 
strative determination, This is particularly so when the pure 
- pose of the extra allowances prescribed in Bureau of the Budget 
Circular A@-8 is to compensate the individual for the inereased 
living expenses incurred by reason of the employee being stationed 
outside the continental limits of the United States, It is not — 
intended that this additional allowance cover the entire cost 
of an employee's living expenses while abroad, It is believed 
that the recommended procedure would facilitate answering the 
Specific questions proposed by[[_———sdiin paragraph 3 of hia 
memorandums — aan 7 7 Pe 


. ea == General Counsel | - 
ec’ = 
_ . Saunders 


“gsWimbt — 
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9 Januar; 1947 


MEMORANDUM FOR THE DIRECTOR, CENTRAL INTELLIGENCE: 
SUBJECT: C1@ Adninistrative Order[ | 


i. CIG Administrative Order [_ Hated October 31, 1946 
makes provision for Group II classification for olvilian enployses 
who are Chiefs of Missions or principal officers directly subordi- 
nato to Washington, D.C. The Order specifies that these officials 
will fall in grades CAF-13 or P~6 or above, unless otherwise approved 


by the Director. 


4 
2» I recommond the Group II Classification forfour jofficials 
who are chiefs of their respective stations and directly subordinate 
to Washington, but whose grades ere below the CAF-13 or P«6 level. 
It is believed in each case that the fulfillment of the obligations 
at the station concerned justifies the Group II classification, 


Se Therefore, there is attached a proposed letter of authori« 
zatlon for tho Director's signature. The Direatorts approval of 
this proposed letter will permit Special Punds to pay the Group II 
Classification to the individuals concerned. 


4. It is recommended. thet the payment under the Group II 
classification be made effective 1 January 1947, except when an 
individual was appointod to hia respective position at a date sub- 
sequent thereto in which event the Group II allowance will caumence 
on the date he assumed the responsibility at the overseas piste 


DONALD EH. GALLOWAY 
Assistant Director’ 
Special Operations. 


© CONFIDENT, 


ae ee EE EET 


Tepesiaiuiee outlined dn sale gia dL above. 
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MEMORANDUM 
70 1 Chief, Special Funds Section 
FROM: Director, oz¢ 


THRU =: ADSO 


SUBJECT: oe = Gheabitiaetsan: Under Bureau of Budget Girovlar. A=B. 


le The following officiele of the 0ffLee of sibetntt: 


‘Operations are approved for the Group II olussification for overseas 


Quarters, under provisions of Zureau of as Budget Cirouler AnB, and 


CI¢ Administrative Order Ho. 31. 


28 This pitnorivtbion will remain valid only so long as 
the above nened individuals remain in their prerent posts and aireauly 
subordinate to. Washington, Da Ce 


Se This authorization will be of'fective 1 January. 1947 


for those individuels at the posts concerned on that date. Other 


offective dates will be the date the. individual concerned assumes the 


HOYT S. VANDENRERG 
iljeutenant General, USA . i ae 
Director, cid | mune Sy ve ee 


ee, | Appiroped Fai Ronse 2006/1106 | CIA-RDP81-00728R000100010039-0 
fp PoROGger BUERS JB n Sa : | : | 
8: SPROTAL FUNDS 900 <r 5 5 


To: 


NAME INITIALS 


. 


: Y Registry Ke 


AlL PersovmelL = a : 
aa eer al 


Oa Oe 


| | OF Fice of the Executive Officer 


(30449) a She oe 4 


| AERA 


| 
2 
| 
| 


LOCA 


irl po Ee, estan as ronal Wee rine Aha ache 


a 


bccte_ of tla gle 


Bs oe eg 
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 pttachment 


= CONFIDENTIAL 


an cama | ae | noe 3 no 26 dngust wit 


| 708. | " Asekotant onder, Budget & Finance beech 
a rao ““Ghter, Special Funds Division ee ae 
- SUBJECT Revision of Miata rite eal a. 


psec avcleed ta draft of the revision of (IG 
jduintetrative: order[____] and concur completely with the 


presentation with one exception. This’ emereton. concerns the 
a nooo sentence in paragraph rT | 


“tt is suggested that thie sentence be revined to : 


read. as ‘follows: | 


Sead with seep to ‘the gvevlaton aonseetag: acet 
cof living allowances as set forth in Paragraph 3, this a 
Agency will pay no allowance where the employee's 
“family. accompanies an employes. to. the United States — 
eas his: ebgence ina travel or leave status." 


ee 2 cme x 


° EDEsjt 


—CONFIDENTIML 
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(a5. 2 : | : << 16 January 1947 


MEMORANDUM FOR THE DIREOTOR, CENTRAL INTELLIGENCE: 
oa SUBJECT: GIG Administrative order | ai 7. 


il. cig Administrative Order aa dated October 31, 1946, 
makes provision for Group II classification for civilian employees | 

who are Chiefs of Missions or principal officers directly subordi- 
nate. to Washington, De Ge The Order specifies that these officials 
will fall in grades. CAF~13 or PG or peeves unless otherwise approved © 
by the DEreorer. 


25X41 7 | 
Beira 7 a ee recommend the: Group II classification — , 
eon [____]-who will bea Chief of Station and direotly subordinate to 
Washington, but whose grade is below the CAF~13 or P-6 level. It is 


believed that the fulfillment of the obligation at the Station con- 
cerned gueuteree the Group II. classification. . 


a Be Therefore, there is attached a proposed letter of uted. 
zation for the Director's signature. The Director's approval of 
this proposed letter. will permit Special Funds to pay the Group qT 
classification to the individual concerned. 
oe a 4, It is recommended that the payment under the Group II alacsic’ 
oe fication be made effective as of the date of his assumption of dates 
oe at the overseas post. | | 


DONALD H. GALLOWAY 
Assistant Director 


Pe . me a “aa egist += Admins Bldg. | Special Operations: 
(25X1 ne , | 


os wp « Spegdal Funds Vso — ak: a 
ase cis eer ee Se @) me : 7 a ae 
a ae 
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“SUBJECT : Tre 


Spann , 


aE Fs 


we 


aie A 


ee 


RESTRICTED © 


— CENTRAL INTELLIGENCE AGINCY 
7 Washington, De Ce 


“ ADMINISTRATTVN 


INSTRUCTION 
NO. : 7 


~ "@ January 1950 


el, Allowaneos, and Related Expenses: ee 


RESCISSIONS: a. Adyinistrative Instruetion[____} lated 26 December 
ne Siok a ‘1OUB, subject: Overseas ‘Allowané@s,. to. ea 


, de Admini stretive Instruction[ __| dated 7 June 199, 
Subject}, Travel, =~ ayes wee al: 
Ce nite ee Instruction dated 1 July 
199, subjects Travel Allowances Interim Instructions). 
d. Admihistrativ Instruction[ _—_—_—_—ifdatea 26 October 
- log, subject: \ Travel Allowances. aoe 


1, Travel and Related Items 
ee A 
ae Travel and transportation expenses, and expenses incident thereto, 


and personal effects, may. be paid to or 
with the’ provisions of Public Law 600 = 79 


behalf of employees in accordance 
h Congress, Public Law 92 = Bist 
Congress, Agency and other appropriate legislation, regulations issued 
thereunder, the Standardized Government Travel Regulations, the Foreign 
Service Regulations, and as. specified in this Instruction. Pe ox. a 


~ including those incurred in the movemen: se dependents, household goods 
) 


be Issuance of Travel Orders, \ 
(1) Travel orders will be issued by the Fiscal Division except as 


otherwise stated, 


_ authorize, approve, and issue. travel ordors for tem 


(2). Chiefs of Missions outside the ive for aanberay ‘States may 
me within their theaters for employees under their juri 


diction. . 


@. Requests for Travel Orders. 02/000 Ge Sig 
(1) Requests for travel orders, or amendments therett 
those issued: by Chiefs: of Missions, ‘shall be prepared in-trh licate. .. 
* The original and one copy will be routed to the Fiscal Division,’ and 
one copy will be routed.to the Transportation Branch, Service _ Divisione’ 
. All copies.will be routed throughis ss Soo Spee EN 


(a) Assistant Directors or Staff Chiefs or their Deputies in 
_- the case of. individuals .under “their jurisdiction. fe . 
-1- 


‘RESTRICTED 


orary duty travel ~~ 


, other than. - 


. are, 
aE a cu 
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(b) Chior, Pers ome! Divisioh,: in: oases involving pormanent a 
eee of station on, travel: tO. first post. of duty apenas ; 


(0) Executive in cases of Staff Chiefs or Assistant Directors, 
- or when travel. abroad is involved. ae ee 


(a) Chief, Administrative: Staff, thon request includes over~ 
seas (transportation | of automobile. » : 


PEE Siti a, i, 


ae ye Personal action of “each forwarding officiel must Be. indicated 
on the requost. Requests for domestic: ‘cravel will be submitted in 
sul'ficient time to be processed and. reach the Fiscal Division at least 
8 hours, prior. to the planned departure times Requests for. foreign 
travel should be’ submitted 60 days in advance of planned date of 
ore 


— ed ote ong8 () ‘The. Fisdal Division, upon ‘GheS Heoonmaadatd on of the Chief, 

is _ - Services Division, may issue monthly blanket travel orders for truok | 
. — drivers, ongaged in repeated official trips and arrange’ for periodic 
submission of travel vououers covering such repeated travel, 


Pea ta RR rene 


“as Responsibilities of the Transportation EER, Services Divisions 


(1) Provide travel arrangement. service. Personnel ordered overseas” 
Should contact the EE enOrettOR Branch six Meeks pals to departure. 


| oe (8). Arrange for, the issuance. of passports, visas, and: secure 
i oe theator clearance MAH necessary. - a he 


(3) Verity that. properly authenticated official orders have been 

‘issued, and that security clearance, physical examination, immunization, 
7 ‘passports, visas, and theater clearance have been obtained before | 
releasing the tickets or Transportation Request. to the traveler,** 


- Os. Armed Services Personnel. - 


: Armed Services personnel performing coupereey: duty ae or travel . 
- in connection with a ‘permanent. change of ‘station for the benefit ‘of the 
Agency will be, reimbursed for per diem and travel costs in accordance with — 
the travel regulations of the Armed Services. Upon receipt of travel j 
requests approved by the Fiscal Division, the Naval Administrative Command eG 
or Headquarters Detachment will issue appropriate travel orders. Two’ 
poems etch ponies of the orders a Ee forwarded to whe Fiscal ‘Division. — “4 


oF Physical Bxominsti ons and: “Tmmuni zetions in Connestiton with, ‘Foreign a e 
trad ea j 


Se De ase Oe a Ak a : be Valu _ 4 . 
ae aye h “Soabe ee: eter examination’ — hired Alan are S geet 
sepa within 90 nays DELO to departure. : = 
ONVUS SONAd “Win. Sa 
“(By An ‘additional. physical; exominatiofl HY Asin Was 6 
communi cable diseases is ie as within ae hours. prior to departure » 
from Washington, 
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(3) A returnce physical examination is required’ within five days’ 
after retuming to Washington from overseas.assignment. 


‘ RH). Physical examinations and immunizations should be requosted 
_ by forwarding a Request for. Medical Examination and/or Immunization 
~ (Porm No. 47-72) to ‘she Medical. Division, not less than 60° days prior 
to estimated date.of departure... 6 0) 1 og ei 


3 » . Travel: Accounts... 
8 ® , rs + 


Travel vouchers must be ‘submitted to the Fiscal Division upon’ com- 


plotion of exch trip or at the end of exch calendar month in. case of extended 
travel, Vouchers for travel authorized by a Chief of an overseas post shall 
be ‘submitted to the appropriate post official for processing. Armed Services 


personnel shall give the necessary data to the Headquarters Detachment or 


Naval Administrative Command for the preparation of vouchers and submission 

_to the Fiscal Division. Copies of regulations pertaining to travel may be _ 
‘obtained from the Fiscal Division in addition to advice as to the preparation 
‘and submission of vouchers. - ae a es 


he. Per Diem and Mileage. 


(1) Per diem and mileage rates provided under existing laws and 
regulations represent the maximum allowable... Officials authorized to 
issue travel orders will reduce’the stipulated rates whenever available 
information indicates that the maximum rates. will exceed the necessary 
official traveling oxpenses,. The requesting’and approving officials of 
each organizational unit concerned should be in a position to. justify. 
the’rates requested. The approval of a request by the initiating office 
‘will be deemed a: certificate that the rates’ stipulated therein aro not 
in-excess of the amounts normally required to meet the necessary official 
travel expenses under the circumstances... 2 aa _ 


- (2). -For extended periods of temporary. duty at-the same post in the 
United States, normally the following schedule of maximum rates shall 
BPD Ly tess fee pte ee I ee ge ge < 


First 60 days: - $9.00 7. | 
. . Second 60-days - » 6,00/ 

2 1 Third 60 days. 3.002" = 
Absence of ten days or less shall not be considered as interrupting the 
continuity of temporary duty at the same. post. ae 
(3) Per diem incident to travel abroad and return therefrom, 
‘payable .to an.employee and his immediate -family, shall be in ‘accordance | 
with applicable provisions of the Foreign Service Regulations." ag 


eae aa! Ares 


re Z 2. Allowances 
ee Os., Overseas ond territorial allowances willbe paid employees in 

| Pen: accordance. with \the provisions. of applicable regulations issued: -by ‘the 

Gg. Department of Stav€ and the Civil Service Commission, :except as otherwise 

a . Specified in thi’s\Instruction. os ae med 

a oe He » ie on RESTRICTED“. - | Se 
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‘ be Quarters and Post Allowances. 
ae erat en Re aaa Peta te 2 a gh ORS ote tee Pe 
Bo (1) Temporary lodging, quarters, ‘post, special post, transfer, ; 

! and separation allowances: will be computed and administered using 
[i _» the Standardized Government..Civilian Allowance Regulations asa basis. 
| (2) Chiefs of Missions are authorized to grant U.S. citizen - : oy 
employees temporary lodging, quarters, post, and special post allowances | 

on the basis of evidence submitted to and invostigated by them, subject tee 


to recoynized review practices by the Fiscal Division. Application for 
+ Allowances will: be. submitted in duplicate by. the employee to his Chief 
of. Mission. oe ee" 3g no i 


ip mae 


(3). Prior determination with respect to transfer, temporary 
lodging and. separation allowances will be made by the Fiscal Division 
on tho basis of detailed information and recommendations submitted by 
the Chiefs of Missions Chiefs of Missionsmay grant transfer, temporary 

: ., » lodging and separation allowances when specifically: directed by the oo 

Chief, Fiscal Division. Application for such allowances will: be proc- 4 

essed as in (2) above and supported by information in sufficient detail | 

to permit a determination as to the propriety for such payments.. Wwouges "t 

| Pac (ly) The granting of temporary lodging, quarters, post,. special co 5: 

post, transfer end separation: allowances will be effected through the : 

. issuance, in, quadruplicate, of a Schedule of. Allowances. The original 

.. and two signed copies, together with a: signed copy:of each portinent 
Application for Allowances, must be' transmitted to’ the Fiscal Division. 


ee 


a a an an ee ee ee ET ae 
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Se ae (5) ‘Schedules of Allowances will be issued each time an ‘allowance 
_ . is granted, revised, or terminated, . The. schedules also must be: issued 
ee - at the beginning. of each :fiscal year (1 July) .with complete information 
as to the allowances payable to. the employees of each Missions; however, 
where no change has occurred, it will not be necessary to submit support- 
_ing evidence and- information’ otherwise required by this Instruction. 


| 

H 

| 

} 

{ 

s (6) As of 1 January ond 1 July of each year and at such-other times 
a ag may be deemed necessary by the Chief of Mission, he should review his 
employees? estimated annual-:expenditure for quarters. Tho estimated 

i amount should be compared with information as to expenditures made and 

| ‘ anticipated to determine the need for requiring the employee -to submit 

|  @ revised Application for Allowances, thereby applying for a revised 
quarters or quarters portion ofa special post allowance grante 


Ce Post. Differentials and Cost of Living Allowances. 


NEO ns RAG yg Ae eae oe ee, pa 
_ \@)-Poreign-and, territorial post ‘differentidls and territorial 
cost of living allowances will. be paid employees in ‘accordance ‘with 
regulations issued by the Department of State and the Civil Service 
Commission, - é ate f aoe 


(2). Such: differentials and allowarices will be ‘granted, where ° 
. applicable, by the Chief, Personnel. Division, and be included ‘oii ‘the a 
-employees'Personnel- Aetionss fi Lect ne he te ho ins 


fe j 
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hob (8) sMo.be eligible for foreign and territorial post differentials — 
/ On employee must be a citizen or national of the United States. | 


~- 


3. Special-Authorities. 


| 
| 
| 
| 


: Tnoident to assignment of-employees to permanent duty stations outside 
the continental United States, its. Territories and possessions, the. following 
expenses, in addition to those :normally payable, may be allowed: a 


ree PETE TERR EE IS 


Qe Travel and transportation -expenses. incident to return of an employee 
and his immediate. family,when ordered: to. the United States for home leave, 
- “The. employee must have been a resident of the United States or its Territoris 
and ‘possessions at time of. employment by the Government. Orders for home 
., leave will be issued upon. completion bythe employee of two years continuous 
Government service abroad or as soon as possible thereafter, provided that 
he has accrued to his credit at the time of such order annual leave sufficien 
to carry him in.a pay. status while in the United States for at least a BOs 


{ 
day period. In the event the full two, years servicd has not been spent 
bee = with the Agency, the employee will be required: to sign ‘an agreement to 
t a complete .two years of service with the Agency unless separdted for. reasons 
| = _ beyond his control. While on. home leave, the omployee :shall not ‘be available 
PoE, for work ‘or=duties ‘except in the Agency or for training or reorientation. 
Y i —  o. Lon work; and the time, of such work or.duty shall not be counted as leave, 
af —~ , LeaveAof absence granted for, home leave shall be exclusive of the time © 
- actually and necessarily occupied-in going to or from residence in the. 
United States or its Territories and possessions and such time as may be 
necessarily occupied in awaiting transportation. | a 


‘be, Travel and transportation expenses, including transportation of 
household goods and personal effects, of an employee and his immediate ~ 
_. family to his successive. posts of duty, and on the termination of his. 
services, to his residence at time of appointment or to a point not more 


_ distant, or upon retirement to the place where he will reside. . 


Ce Cost of storing the household goods and personal effects of an 
-omployee who is absent under orders from his usual. post. of duty, or’ who is 
assigned to-a post to which, because of emergency conditions, he is not’ 
permitted to take his household and personal. effects.. When. it is determined, 
‘because of emergency conditions, that household goods and personal effects 

| may not be shipped, the facts must. be brought to the immediate attention: of 

_ the Fiscal Division. Household goods and personal effects: stored may not 
exceed the authorized weight allowances... i po a 


peste tty OEE TOS I Ye cen 2 


a * * a 
Nav’ Gost of storing the household.goods and personal effects of an. 
_ employee on first arrival at.a post: for, a period not.in excess! of three — 
months after such first arrival or. until the establishment of»residence ~ 
quarters, whichever shall be shorter, ane ase - ca 

~ 


. vi \ee : Travel, and transportation expenses, including transportation: of)” 
~ household.goods and personal.effects, of an employee:and his immediate’: 

family from ‘post, at which, -because.of.the prevalence of. disturbed: cons: 
“" ditions, there is imminent danger. to life and property;.and the return of 
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. Such persons, goods and‘effacts to such post upon the céssation of such 
_ conditions; or to such'other post as may in the meantine have bocome the 
post to which the employee has been assigned. Facts concerning the no= 
cessity for the move must be clearly set forth in. the request for or 

approval of travel, : a 


ET nee eee o, 
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:+  £. Expense in transporting @ privately-owned automobile for or on . 
‘behalf of an. employee inia case where it is determined that water, rail, 
or air transportation of the automobile is necessary or expedient for any ' 
“part of or all’tho distance between points of origin and destinations 
- Determination ‘that an employeets privately-owned automobile is to be . 
' shipped at: Government expense must be indicated in the request for travel. 
The employee will ‘be required to sign an agreement precluding the sale of 
_ the automobile unless subsequently ‘authorized by the Assistant: Director or 
. Staff Chief concerned. ng eS ay ye RS eas eat ge gs 4 ap 


Ge Travel oxperise of a full-time employee, by whatever means. deemed - oe : 
: appropriste, where illness or injury (not the ‘result of vicious habits,. ( ; ' 
Pe wee intemperance or misconduct ) incurred while on assignment abroad, necessi- \ 

Te oe - ‘tates hospitalization in a locality where-there does not exist a suitable =| 
| | . hospital or clinic. Expenses will be allowed to and from the nearest as es 
pee suitable hospital or clinic. If the employee is too ill to travel unattended, 
Mog ae . travel expense of an attendant nay also be paid. Except in’ extreme emergency, | \ 
, approval for travel under thi's section must be: secured in advance from the \ ! 
Executive. A complete report must be furnished in all cases... 7 eoed : 


| h. Cost of preparing and transporting the remains ‘of an employee or a 
= member of his family, who may die while in a travel status .or abroad, to 
his home or official station, or: to: such other ‘place determined by the 
Chief, Personnel 'Division,; tobe the appropriate place of interment, pro- 
vided that in no case shall the expense allowed be greater than the amount 
“payeble had the destination been “the home or official station. .~ 


i. Travel and transportation expenses, including transportation of 
household ‘goods: and personal effects, of nev appointees and their immediate 
» families from places of. actual residence in foreign countries at time of 
appointment to places of employment and return to their actual residences 
~ 6. time of appointment or.a point not more distant. Such appointees must 


for misconduct may bar return payments and, in the event of such violation 
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4. Local Personnel i 
i Personnel hired locally by Chiefs of Missiors normally will receive 
travel expense, allowances and other benefits as dictated by local custom, . 
and, whenever possible, practices followed by other governmental. activities, i 
Employment documents or contracts for services must set forth the details 
‘of the arrangement in oach case. ta = _ | 
Se Except as specifically approved otherwise by the Director, the additional | : 
benefits provided by this Instruction shall not apply to individuals in those : 
cases where the travel or transportation commenced prior to the date of this ‘ 
Instruction. — , oe oe we : ee ee 4 

; : ‘ ae : e . wurde } 
6G. The Executive is authorized to take appropriate action on requests for 4 
exceptions to the provisions of this Instruction. 4 
4 

a 

a 

a | STATINTL ob or JRA HELDENKOBTTER 4 
' - ne”: : | Rear Admiral, USN 4 
Director cf Central Intelligence . - 
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bl ATTACHMENT TO ADMINISTRATIVE INSTRUC tin} DATED ee 
~— STATINTL - 6 JANUARY 1950, - | . ; : ; : my 


STATINTL : i. Administrative Instruction [| dated 6 January © 
1950, will apply to travel, allowances and related oxpenses paid 
from confidential funds except as otherwise specifically provided 
in Confidential Funds Regulations, — eS eta» ast a 
ry ee _ @» For the above purposes those portions of [—_ which refer | 
to officials of the Administrative Staff by their titles. apply to. like 
officials in the Special Support Staff, | ‘ oa 


STATINTL 


° e ALDOON ES. Ci DL LIG: 
_ Rear Admiral, USN . 
| Director of Central Intelligence 
STATINTL nek 


DISTRIBUTION: A, 


NOTE: This Attachment will not be used with copies of Administrative 9 ‘ 
: Anstruction[_) distributed outside the Washington Office. 
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ADMINISTRATIVE INSTRUGEION | 


thereunder, .the Standardized Government Travel Regulations, 
_ Service. Regulations, and as specified in this Instruction. 


'. those issued’ by. Chiefs’ of Missions, 


A" i 
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ree Soe . Washington, D.C. | . ae: 


6 January 1950 | 


“SUBJECT: Travel, Allowanees,.. ana Related Expenses 


© ;RESCISSIONS: a. Administrative Instruction [| datea 26 December 


1948, Subject: Overseas Allowances. | 
» Subjects: Travel, 
 @. Administrative Instruction | | dated 1 July ) 
“199, subject: Travel Allowances (Interim Instructions). 


ds Administrative Instruction [] dated 26 october 
l9h9, subject: Travel Allowanocse a 


by. Administrative Instruetion[ | dated 7 June 19h9, 


t 


ea Travel and Related Items - 
rnc 


oi Ge Travel-and transportation expenses, and expenses incident thereto, 
including those incurred in the movement of dependents, household. goods 

and personal effects, may’ be paid to or on behalf of employees in accordance — 
with the’ provisions of Public law 600 « 79th Congress, Public law 92 = 81st 
Congress, Agenoy and other appropriate legislation, regulations. issued 

the Foreign 


be, Issuance of Travel. Orders. 


(1) Travel orders will be issued by the Fiscal ‘Division except as 
otherwise stated. 


“2, (2) Chiefs of Missions outside the continental United States may _ 
» authorize, approve, and-issue travel orders. for temporary duty travel 
Within their theaters for employees under their jurisdiction. 
aoe Requests for Travel Orders. oe 
oe (1) "Requests for travel orders, or amendments thereto, other. than 
shall: be prepared “in triplicate, — 
The original ana one copy will be routed to the Fiscal Division, and 


one copy will be routed to the Transportation Branch, Services, Division. : 
~All: copies willbe: routed-throughts era eat ee re ae 


" 3 


.. (a) Assistant Directors or Staff Chiefs or their Deputies in 
_ the. case’ of:individuals under their jurisdiction. | ett ae + a 


foe ' 


RESTRICTED’ 


a ne aS 


see eter ht wanes 


Do dyspeGane Eee CeLiek ona Patan kenge tone ot 
2 dex aeeies 2 


: ie aly 2 e. e.4 - . a ag§ 
- Approved For Release 2006/11/06 : CIA-RDP81-00728R0001 a i 


— 


(b) Chief, Personnel Division, in oases involving permanent 
Change of station or travel.to, first post of duty obroad. 


om = (9) Bxecutive in cases of Staff Chios or Assistant Directors, 
7 . or when travel abroad is involved. WRG oes hp tae 


a | et (d) Chief, Adninistrative Staff, when requost includes over- 


seas transportation of. nutomobi las..." 


_ (2). Personal, action of each forwarding official must be indicated 
on the request. Requests for domestic. travel will. be submitted in — 
sufficient time to be processed and reach the Fiscal Division at least 
48 hours prior to tho planned. departure times Requests for foreign 
travel ‘should be submitted 60 days in advance of planned date of 
departure. 


i. (4). The Fiscal Division, upon the’ recommendation of the Chief, 
- ‘Services Division, may issue monthly blanket travel orders for truok 
drivers ongaged in repeated official trips and arrange for periodic 


‘submission of” travel vouchers, covering such repeated travel, 


de Responsibilities of the Transportation Branch, Services Division. _ 


(1) Provide travel arrangement SCrvice. Personnel ordered overseas 
Should contact. the Transportation Branch six weeks prior. to departure. 


_ (2). Arrange for the issuance of passports, visas, and’ securo 
| theater clearance when necessary, fegaees re 
i | . (3) Verify that proverly- authenticated official orders: have been 
ie ~dssuod, and’ that security clearence, physical examination, immunization, 
passports, visas, and theater clearance have been obtained before 
releasing the tickets or Transportation Request to the traveler, - 


@. Armed Services Personnel. . 

Armed Services personnel performing temporary duty travel or travel - . 
in connection with a. permanent change of station:for ‘the benefit of the. : 
Agency will be reimbursed for per diem.and travel costs in atcordance with 
the travel regulations of the Armed Services. Upon receipt of travel 
requests approved by the Fiscal Division, the Naval Administrative Command 
or Headquarters Detachment will issue appropriate travel orders. Two- . 
certified copies of the orders will be forwarded to the Fiscal Divisions. 
poo oe “Physical Examinations. and imuni zations. in. Connection with Foreign 

Travolg 2 Ee ey Oe ee ae a es one Gt, 


ve AO ye complete physical examination and required: immunizetion are 
' necessary within 90 days prior to departure, es 


i _ (2)" “dn additional. physical examination to insure fresdom from 
communicable diseases is required within 8 hours prior to departure 
from Washington. . | : 


hae 
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(3) A roturnee physical oxeniination 1s required within five days 
after returning to Washington from overscas assignment. 
oe ty Physical examinations’ and immunizations should be requosted 
by forwarding a Roquest: for: Medical Examination and/or : Immunization 
(Yorm Now 47-72) to the Medical’Division, not less than 60 days prior _ 
to estimated date of departure. ae ar he 7 
ge Travel Accounts, 


Travel vouchers must be submitted to the Fiscal Division upon come. 


7 plotion of exch trip or at the end of each calondar north in case of extended 


travol, Vouchers for travel authorized by a Chief of an overseus post shall 


be submitted to the appropriate vost official for processing. Armed Services 


personnel shall give tho necessary data to the Headquarters Detachment or 
Naval Administrative Command for the preparation of vouchers-and submission 
to the Fiscal Division. Copies. of regulations pertaining to travel may be 
obtained from the Fiscal Division in addition to advice as to the preparation 


and. submission of vouchers, 


he, Per. Diem and Mileage. 


oi (1) +\Por'diem-and mileage rates provided under existing laws and 
‘regulations represent the maximum allowable. Officials authorized to 
issue travel orders' will. reduce the stipulated rates whenever available 
information indicates that the maximum rates will exceed the ‘necessary 
official traveling oxpenses. ‘The requesting and approving officials of 
each organizational unit concerned should be in a position to justify 
the "rates requested. The approval of a request by. the initiating office 
will be deemed a certificate that the rates stipulated therein ars not 
in excess of the amounts normally required to meet the necessary. official 
‘travel expenses under the circumstances, ae < ott 


_ (2). For extended periods of temporary duty at. the same ‘post in the 
United States, normally the following schedule of maximum rates shall 
- Opplys a a a BeBe ag eas * 
First 60 days -. $9.00 
Second 60 days - © 6,00 
Third 60 days - - 3.00 


" kbsence of ten days or less ‘shall not be considered as interrupting the 
continuity of temporary duty at the same post. 


(3) Per diem incident to travel abroad and return theréfrom, “ 
Payable to.an employes and his immediate. family, shall be in accordance 


with applicable provisions of. the Foreign Service Regulations, (°° 


SOF Milowenese 


mar Overseas and territorial allowances will! be paid. employees in 


accordance with the provisions: of applicable: regulations issued by. the 


Department of State and the..Civil Service Commission, except 'as otherwise 
specified in this Instruction. OP Saree : 
: . . -3- : ; " Wine : 
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be Quarters and Post Allowances. 


(1) Temporary lodging, quarters, post, special post, trunsfer, 
_ and separation allowances will: be computed and administered using 
the Standardized Government Civilian Allowance Regulations as a basis, 


‘a 


(2) Chiefs of Missions are authorized to grant U.S. citizen 
employees temporary lodging, quarters, post, and special post allowances . 
on the basis of evidence submitted to and investigated by them, subject 
to. recojmized review. practices by the Fiscal Division, Application for — ee 

+ Allowances will: be submitted in. duplicate by the employee to his Chief. 
of Mission. cto oe : . es ea 


. (3) Prior determination with respect to transfer, tomporary. | se 

. lodging and separation allowances will -be- made by the Fiscal Division. 
on the basis of detailed information and recommendations submitted by 
the Chiefs of Missions Chiefs of Missionsmay grant transfer, temporary 
‘lodging and separation allowances when specifically directed by the . 
Chief, Fiscal Division. Application for such allowances will be proce 
essed as in (2) above and supported by information:in sufficient detail 
to permit a determination as to the propriety for such payments... 


ie (4). he granting of temporary lodging, quarters, post, special 

, post, transfer and sepgration allowances will be effected through the 
', issuance, in. quadruplicate, of a Schedule of Allowances. The original 
, and two signed copies, together with a signed copy of each portinent | 
Application for Allowances, must be:transmitted to the ‘Fiscal Division. 


(5) Schedules of Allowances will. be issued each time an allowance 

_ is granted, revised, or terminated. The schedules also must be issued 

at the beginning of cach fiscal yoar (1 July) with complete information 
as to the allowances payable to the employees of each Mission; however,. 
where no change has occurred, it will not be necessary to. submit suprort- 
.ing evidence and information otherwise required by this Instruction, 


(6) As of 1 January and 1 July of each year and at such other times 
8 may be deemed necessary by the Chief of Mission, he should review his 
employeest estimated annual expenditure for quarters. The estimated 
“amount should be compared with information.as to expenditures made and 
anticipated to determine the need for requiring the employee to submit 
& revised Application for Allowances, thereby applying for a revised 
.y Quarters or quarters portion of a special post allowance grants 


Ge Post Differentials and Cost of Living Allowances. 


- (1) Foreign and territorial post differentials and territorial 


cost of living allowances willbe paid employees in accordance with - e = 
. regulations issued by the Department of State and the Civil Service - : 


we (2). Such differentials ‘und. allowances’ will bé granted, where’ 
applicable, by the Chief,: Personnel Division,: and be included on the | 


_, employees" Personne] Actions. © ...°: 
Peli thee 
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ae ted _ (3)... To. be eligible for foreign: ond territorial post differentials 
be an employee must be a citizen or national of the United States. © 
| 3s Special Authorities“) 8 are 


; Incidont to assignment of employees to permanent duty stations outside : 
| _ the continental United States, its Territories and possessions, tho, following 


expenses, in addition-to those normally payable, may be allowed:. i. 
| - — a., Travel and.transportation: expenses incident. to return of an employee. 
and his immediate family when.ordored. to the, United-States for home: leaves : ‘ 


| _ ; The. employee must have been:a resident ofthe United States -or/its Torritoria, 
and possessions at time of employment by the Government.’ Orders:for home 
leave willbe issued upon completion by: the. employee of two: years. continuous 
" Governmont service abroad or as soon as possible thereafter, provided that 
he has accrued to his credit at the time of such order annual leave sufficien 
to carry him in a.pay status while in the United States for at-leasthia 30 _ : 
day period. In.the event. the full‘ two. years service has not. been spent .2 
with the Agency, the employee will be required to sign an-agreementto ; 
complete ‘two years of service with the. Agency unless separated for redsons 
“beyorid his control. While on. home leave, the employee shall notibe available . 
for work or duties except in the Agency or for training ‘or ‘reorientation — 4 
.. for work; and the time of such work or duty shall not:-be counted as leave. 
leave of absence granted for home leave shall be exclusive of the time :- 
[ actually and necessarily occupied in.going to or from residonce in:the . 
a United Statés or its Territories and possessions and such time as may be 
i 


necessarily occupied in awaiting transportation. 


_'b. Travel and transportation expenses, including transportation of 
‘household goods and personal effects, of an employee and his immediate 
. family to his successive. posts of duty, and on the termination of: his’ 
‘ “services, to his residence at time of appointment or to a point. not more 
“ distant, or upon retirement to the place where he will reside, | 


| "Oe. Cost of. storing the. household, goods and. personal effects of an 
' employee who is absent under. orders from his usual post of duty, or.who is 
assigned “to. a post to which, because of. emergency conditions, he is not 
permitted to take his household and personal. effects.. When it is determined, 
‘because of emergency conditions, that household. goods and personal effects 
_may not be shipped, the. facts must be brought to the immediate attention of 
‘the’ Piscal Division. . Household goods. and personal effects. stored may not 


Bo pase enti wisest ee ic ee EAE nee oe aaa Se 


. exceed the authorized weight allowances. 


Lo de Cost of storing thé household goods and personal effects of an 
Fig ele employee ‘on first arrival at a post for ‘a period not: in. excess: of three. 
Pas months after such-first arrival or, util. the establishment ofsresidence. - 


quarters, whichever shall be shorter, 


re “es Travel and transportation exponsés, including transportation of ~ 
“household goods ‘and personal effects, of an employee-and his immediate: 
| Tamily from.a post, at which, because of. the prevalence, of disturbed:.con=° 
Getions, there is imminent danger. to life ond property; andthe return of 

| RESTRICTED: Ue | ae 
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“.8uCh. persons, goods and offects to. such post upon the cessation of such 
condi:cions} or to such other post as'may in the moantime have become the 
_ post to which the employee has been assipnod. foots concorning the, ne= 
‘eae e .. eessity for the move must be clearly set forth in-tho. request: for or 
-  approval-of travel. “oe | 
“fe - Expense. in ‘transporting a privately-owmed automobile for or on 
behalf ofan employee ‘in: a.case where it is determined that water, rail, 
or air transportation. of the automobilo is necessary or expedient for any 
part of or all'the distance between points of origin and destination. 
» Determination that an’ omployeets: privately-owned automobile is to be "aa 
. shipped at Government‘ expenss must be indionted in the request for travel, 
The employee will ‘be roquired to’ sign ‘an agreement precluding the sale ‘of 
ey the. automobile ‘unless subsequently authorized by the Assistant Director or 
me Staff Chiof. concerned, | =f nee _ ant ones s . 


Be Travel. expense:.of -a full-time employee, by whatever means deemed 


appropriate, where illness or injury (not the result of vicious habits, oe 
intemperance, or misconduct) incurred while on assignment'abroad, necessi~ 
1 tates hospitalization in a locality where there does not exist a suitable 
I. -- hospitalior clinic. Expenses will be allowed to and fron the nearest 
suitable ‘hospital -or ‘dlinic, If the employee is too ill to travel unattended, 
travel expense of an attendant may also be paid. Except in extreme emergency, 
approval: for travel under this section must be secured in advance from the . 


nr aaanalas 


Executive. .A complete report mist be furnished in all. cases, 


he Cost of preparing arid transporting the remains of an employee or a 
member of his family, who may die while in a travel status or abroad, to 
his home or official: station, or ‘to-such other place determined by ‘the 
Chief, Personnel ‘Division, to be the appropriate place of interment, pro- 
vided that in:no case shall the expense allowed be greater than the amount 


payable had the destination-been ‘the home or offi vial stations | 


i. Travel and transportation expenses, including transportation of 
household goods and personal effects, of new appointees and their immediate 
families from plades of. actual residence in foreign ‘countries at time of 
appointment to places’ of employment and’ return to their actual residences 
- at. time of appointment: ‘or & point ‘not more distante Such appointees must 
‘agree in writing to remain’ with the United States Government for a period 
of not less than two years from the time of appointment. Violation of such 
agreement for personal ‘conveniences of an employee or because of separation 
for misconduct may bar return payments and, in the event of such violation 
within 12 months, if determined by the Chief, Personnel. Division, to be in 
the. best interests ‘ofthe United States, any ‘money éxponded on account of 
‘Such travel and:transportation shall be considered.as'a debt due by the | 
individual. concerned’ to the United ‘States, ©", hae ee Oe aaa 


Ee ot - 


je Travel and transportation expenses of dependents and household. 
goods:and personal effects (within established weight limitations) acquired | 
subsequent. to isstance’ of change in station'‘o home leave orders,.when, - 
properly ‘authorized*in‘an amendment ‘to ‘the original order, ‘and travel or: 
_ ‘Srensportation’commeti¢es Within one’ year ‘of the date ‘the ‘employee ‘arrives 
at his post of duty. Personal offects. include privately-owned vehicles 
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Bao en Local Personnel 


M ieaeemracennenometinie te $-0¢eemne} 


_.... Personnel hired locally by Chiefs of Missions normally will receive. 

_ travel expense, allowances and other benefits as dictated by local custom, 
and, whenever possible, practices followed by other governmental activities. 

Employment documents or contracts for services must set forth the details 

| of the arrangement in each case. : : ace te ? 
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1. Ge Bxcept as specifically approved otherwise by the Director, the additional 
benefits provided by this Instruction. shall not. apply to individuals in those . 
- cases where the travel or transportation commenced prior to the date of .this 


‘Instruction, | 


6. The Bxecutive is authorized to take appropriate action on requests for 


| eer 


exceptions to the provisions of this Instructions 


-. Ke He HILLENKOETTER 
Rear Admiral, USN. | 
Director of Central Intelligence. 
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| bstavim. «= ATTACHMENT TO ADMINISTRATIVE INstRUCTION[_] DATED 
Poo PEO 6 JTanuARY 1950, ie ) 


a a 


PP STATINTL: 1. Administrative Instruction[7 _], dated 6 January 

1950, will apply to travel, allowances and related oxpenses paid | 
from confidential funds except as otherwiso specifically provided . eas 
in Confidential Funds Regulations, = | Oey as 


STATINTL | 2. For the above purposes those portions of [| which refer 
bee to officials of the Administrative Staff by their titles apply to like — 
| “a officials in the Special Support Staff. . re 


} = ISTATINTL 


» H, HILLENKOETTER 
Rear Admiral, USN 
Director of Central Intelligence 
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| STATINTL | We hae ee : ay 7 | 
i oe NOTE: This Attachment will not be used with copies of Administrative 
| Instruction[__| distributed outside the Washington Office, 


eae 


een 
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CENTRAL INTELLIGENCE GENCY. 


Oe os Washington, D. Cs 
elt , “DAINISTR ITVS INSTRUCTION | 26 December 1948: 
| STATINTL | NUMBER : | areas 
as a Ae SUBJECT: ‘Overseas ..llowances 
i ee 'Recision: Administrative Instruction| 
eee | | dated 25 October 19117 | 
| Aes 
f- 
en , 1. Hffective at the close of business 25 December 
ie i9k8, idninistrative Instruction[ lated 25 October» 
a L9u7 is rescinded. 
? : . 
o ie 2. Sffective 26 December 1946, overseas allowances 
} | will be paid CI. employees in accordance with the pro- ‘ 
i visions of applicable regulations issued by the Depart- a 
i ment of State, Bureau of the Budget, and Civil Service a 
PB Commission. | 7 
eS 3.. i Llowances avented will be subject to. pertinent a” a 
. Agency administrative controls and instructions. or 4 
| STATINTL FE 
t 7 i 
i Re H. HILLENKOSTTER : 


Rear jdmirel, USN 7 ae 
Director of Central Intelligence Loe 


ne | ance DISTRIBUTION: A 
. | 
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| we vont ADMINISTRATIVE THSTRUORTOH eee OS June, 1949 1 b/ See 
 SEAMIOE ee ead ey IR og a , 


: 7 ‘SUBSETS Travel. 2 a = ° ey See ee eae as rarer eer ors he B 
STATINTL mg at. a 
ae. “(thie veseinda Aaandatritine Tastrugston[__} dated 32. damary 1949.) 


"General A Se cee ee 
ae Travel orders will be “isc wed i by't the. Budget orfies except as other= 
; wise stated. fae PSPs 


ue Chiefs. of ‘tee fSas: ‘outside he continental - ‘United States: ‘may 
witlirise ard approve “temporary: duty. travel. within their theater. for employ= 
ees under. their aaa aca an 


Ce Requests for travel or  biiendmentc ‘to ieee: ordera: ‘Geen No. 34-5) 
.,. Other than specified in. "b"'. above,: shall.be..propared..in triplicate, One 
 “eopy: will ‘be..routed directly. to, the. Transportation Division, Services. Orie, 
“ and the . original and ‘oné ‘copy: routed. to: the Budget Office,. ‘throught... 


- (1) Staff Chiefs or Assistant Directors or their ee in 
the cases of individuals. under: their jurisdictions en 


(2). txecutive ,' in addition: to, the above, in cases involving 
teavel to be performed ‘on, confidential funds, except-as otherwise 
spans provided in Confidential Funds Regulations. 


. (3). ‘Personnel. Officer, in. ‘additdon: to: ‘the ‘above, in all, cases. 
: tnelvine permarient' change of station, and travel to first post of 
duty, abroad | and return. from post: of: auty: aoe . 


(4) Executive or r Deputy Director in the case of Staff Chiefs 
ond’ seetetant Directors, .: : ea er ee . 


ie ae Personal: action: “of ‘gach onealae. obfietal’ iat be! “matented: on 
* the  eaek Staff Chiefs’ and Assistant Directors may delegate > appraving 
_ euthordty to their deputies if desired. 


Se Sees Reece AP Italy ate hte dich, CN, 


e. (1) Requests for domestic travel will ‘te submitted in duplicate 
in sufficient time to be processed and.reach:.the Budgot Office at 
least 48 hours prior to the actual departure time, for determination 
as to adequacy of justification and availability of funds. — 
. ihn ae | oa a cS. ieee 


i ae Rg TOME 
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| (2) Requests fon'foreign travel must be submitted sufficiently 
in advance to permit required travel and medical arrangenents prior aes 

to planned date of departure, Travelers will personally contact the | 

| 

| 

| 

| 

| 

| 


Transportation Officer, Services Office, at''least six weeks ‘before! . 
planned date of departure in order to facilitate travel arrangements » 


- (3) The necessity for travel must be adequately substantiated 
oa, On ‘the request, General statements such as "official business >" . 
yo Ngonfidential purdoses y""-ete,, should not be’ ‘used, © pie nh 


f, The Transportation Division, eae gee- Office, will: 

(1) Provide travel arrangenont service. | 

(2) Verity. “that properly authenticated of fficial Pere have. : 
been issued, and that security clearance, phrsical examination aad 


» immunization“heve. been ‘obtained, before digo ‘the. ico ‘or 
Ke “transportation. yecuests: to the. ipavetersG Rens. of een 


q -* aa, _G) Arrange for the issuance of passports and visas. 

' : a — fete 

es: a “Bagh pérsén’ spor eoruing official travel’ ‘shall- familiarize ‘himself 

ae ‘with the provisions: ‘of the: Standardized Goverriment ‘Travel. Regulations:-as. 
amended, * ‘Copies “of. thé Regulations: may be obtained fromthe Fiscal Branch, 
Puneey Gere a 


r : 
oak PSG ae ee 
Be eet oF 


2, Ph sical Examinations : fon ‘YVouchered Foréd on: revel 


oh ‘Gomplete ‘physical exanination: and: ‘required: a ueiaamaes is neces= 
sary -uithin A dave: ea to- departure oo. ever acess: be 


. be An additional oe: Seondaabion. to insure erecton from conmuni= 
Std diseases: bet feqhired® ‘4B: hours pee ere: acess ae Mesh Neon: 


yg MEAP ere tot SE are 3 


as A ee physical’ onediiriation is) “required: within 5 days after ; 
returning to salary Soe from overseas assignment. a) 


. a. Recuecte $n physical ein tne Sica, wild ‘be?  Soraintad tothe Physi- . 
gal Requirements Officer ry Medical Services Division, including the following 
“information; ‘not cine Shan! bloods (50) eid iy bo: ‘estinatod date: Of de= 
“partures <)>: HM es mee ; 


Name of Branch: 


eet 
“ . pa Ore 


| 

i 

| 

| 

| 

i 
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_Avngonsen ANstRUCTIOiT 
“WN aS ant 
. SuBmAer ; Travels! pede at pea we oe) 
wi fhe : aye hon joe San fe one met ins 
“(thts posalvida Administ ra atte: totrsttn[ dot a Jane 1949.) 
—_ neitiee OMS + BLU poo ts Bel piper teu ee - 
Ll. General 
sap RN gg Oran ot opel Coyeesigs ghee 


Be Travel orders wil be a nmed byt the eaten Sa office ez xcept as thes 
wise ‘Stated, a os . 


a ie ‘Gliders of “missions aiitstde- the: obnbtiEntal: United’ eiae: thay” 
authorize and approve temporary ae travel within their’ theater. for waa 
ees under their Jurigdigcions bets 
Bice, e Requests, for travel or aienaneate 2 feivad onaene ars No. 34-5) 
Stes. than: specified, Ant" above; ” Shall ‘pbé“prépared ih triplicate, Cne 
2 COpy ‘will ‘be: ‘routed: ‘directly: ‘to’ the- Transportation: Division,’ Services Office x 
“and the” ‘original’ ‘and ‘one’copy routed to the Budget: ‘Office 5 , ‘throught 


(1) Staff Chiefs or Assistant Directors or ‘their F Deputies in 
the cases of individuals: under: their. jirisdiction, a he 


“(aye ‘Bxecutive, "in'addition: 46" ‘the’ above; j in’ cases. involving 

enivel to be performed “on confidential fimds, except as. ‘otherwise:* 

van panei provided i Confidential fonds Regulations. 

: (3) “Persone offsesr,: ‘in addition ite:ithe- above, ; nol ‘cages 

ée. snecleing permanent change of station, and travel ue: first oe of 
eee duty’ abroad and” return from’ post: aoe cate ghee - eas 48 

woo ot (4) Exsoubive, or: Deputy Director : in the ease of Stati chicte 

phe ‘and Aseistant Directors, wee 


poy aie 


iy. Be “Personal” action: of" ‘edeh ‘poridnaatig’ “oftibial must. ee ue 
the request. Staff Chiefs and Assistant Directors may delegate es 
pe to their deputies if desired, 


oe ag fo’ 
TIEN a ance 


@. (1). Requests for domestic travel will be submitted in duplicate 

. in sufficient time to be processed ‘and “reach “theBudget /Office at 
least 48 hours prior to the actual departure time, for determination 
as to adequacy of justification. and availability: ‘of! * funds. 


ee 
-BESTRIO™™D 


hacia a 
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@ 


cn NPAT ANI PRY ES RTE Ct Rc pur EH eine ee ae ee 


- . 3 : 
Eee ee . 
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SEO Gi oy transportation: ‘requests ‘to. the travelers; 
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; (2) echt ‘for Sorat eeevel ee bs: submit ted sufficiently 
in advance to permit required travel and medical arrengenents prior 
to planned date of departure, Travelers will personally contact the 
_ Transportation Officer, Services. Office, iat least’ six.weeks: before | 
planned date of departure in ee, to faéilitate travel arrangements. 


(3) The necessity for travel must be adequatély. substantiated 
on the request, General statements such as "official business >" 


‘ fe “i Ngonfidential purposes ji, jeter, should: not:be: used NECTAR oe RE: 


f. The Transportation Division, Services Office, wilde. 
(1) Provide weaver arrengeniont service. | ee 
< } atts 


(2) Verify ‘that a operly SiGbit ct official, ‘ordere’ have.,; 
been issued, and that security clearance, physical examination and 
-- dmmunization: have" been: obteined, before. aera .the vigor or 


cbse | 


) eee zoe the ceeuange of passports “ond visas. alae 
oda hed ae 


Be h Bach: persoir: sporfornizg. official, frond. shall foniliarize: ‘hingelf 


and eh with, the, provisions: of:..the' Standardized, Government: Travel. Regulations, as 
amended, -: Copiosi of} ‘the: Regulations may .be obtained, fror. the: Fiseal. Branch, 
Budget Cffice, 


pth ye Cert rand aby son TEE Lar Sag BE ees oan ge a Neha tee, co ee ne 
2, Ph sical Examinations: for. Vouciered Ioreien:froyel 0 3. 


nt A complete: physical. examination:.and, Sauna immnization is necces= 
sary: within: 0 ake Pilon: eo. Aeperture. to. OVORSEAS y'- Pe ere 


ae a Hs pte 


be An additional ey ceination to. insure freccon from communi- 


“cable diseases: ‘is required: AB, hours bef ord Bepartana.: fron Hashingten, 


| ae A hanes ‘phyatonl: ninatle on: 4s ‘required, within. 5 ‘days after 
ee. be Washington from overseas assignment, 


ey an wai : fe Pla atd tk ou week . Oey rhe vue EN caut oe 


d, ere for physical earinne tone: wild. be: Pomerded: to, the Phyei- 


Gal. Roguirenents Officer, Medical Services Division, including the following 


information, not::1ées: ‘than: fatter hens days arior, ‘to. catinated date of de= 


alan 
oe 
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Lo} ee fee 
: ; ry ND RICTED cide 

eee : — (4) Typo of Examination Roquired (Overseas or Returnce), — 
; , a (5), ‘Dato’ of “Departuro, : , tus abate oe 2 - » vs ee 
(6) Type of Duty (Temporary or Pormanont), : 
I (7) Routo of Travel, | 
! | (8) Mode of Travel, , 
po 3. Travel by Hombers of tho Arned Soryices Assigned to CIA : 
ao Armod Services’ personnol performing tomporary duty trevol as 
necossary for CIA willbe roimbursod for por diom and travol costs in 5 
| _ accordance with tho travol 'rogulations of the various Armod Sorvices, ‘ 
| b, Upon receipt of travel roquosts approved by tho Budgot Office, | 
the Naval Administrative Command or Hoadquartors Dotachmont will issuo i 

Loge appropriate travel ordors, Two copies. of tho ordor's will bo forwarded j 
| to the Fiscal Branch, Budget Offico, ee OE ng 8 a ee 

1 i et ke Preparation and Submission of Vouchors 

| | a ‘Travel vouchors nust be submitted to the Fiscal Branch, Budget _ | Hie 
Office, upon complotion of cach trip, or at. the ond of cach calondar month — 

seal _ in cases of extended travel, Vouchors for travel authorizod by a chicf of © 
i an overseas post shall be submitted to the appropriate post official for 
Pe _.. processing, Armod Services porsonnol shall give tho necessary data to the 
Headquartors Dotachmon’; or Naval Administrativo Command for the preparation 
ee of vouchers and submission to tho Fiseol Branch, 
be The Fiscal Branch will provide advice and assistanco to traveling 


ee personnel for the preparation and submission of vouchers, The travolor 

_  - Should maintain aecurato records of. time of departure and arrival at all 

| points, a record of official expenditures, copics of official tolegrams 

ond recoipts for official oxpenses when necessary, It is ossential that 
a the travelor have this information to enable roimbursomont for official 
eis expenses paid by him, 


a as : s. Repeated Motor Truck Travel 


= | Tho Budgot Office may, upon the rocommondation of the Services Officer, 
ee _  Assue monthly blanket. travel ordors for truck drivors cngogod in repeatod 
or official trips with CIA cargoes, and arrengo for poriodiec submission of 
See. travol vouchers. covcring such ropeatod travel, ; ee 
a : 
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STATINT ee, ae 
ReEB-S-T~R-I-C~T-E=D | 
ee : sgt namaeye : a ce coe od L oe , 
4 _ CENTRAL ‘INTELLIGENCE’ AGENCY - | ate het 
| j Washington, D, C. | : A T : 
i 2 / ADMINISTRATIVE INSTRUCTION ribs > tae . te lduly 1949 / Ao 7 sO : 
| " j .\° SUBJECT: Travel aie) iia senictilars : 
STATINEL | 1. Pursvant tothe ptoviatons of Public Law 92 (81st cuseeea) ; 
” approved 9 June 1949 and in’accordance with Bureau of the Budget. Circular: : 
: -. An? (revised effective 1 July'1949) this Agency shall authorize and pay. ; 
po! “allowances for civilian officers and employees in a travel status not to . 3 
exceed the ene foo | et 
a nae M per, ‘adem’ Kate of eight dollars in the continental ‘ 
| United "States ‘and rates prescribed by the Bureau of the Budget . ; 
e : ee Circular A=7 for travel ‘outside the United States (seo ean 
Doge a ment). Or oad ss | , 
cee : De a miicage ‘bebe! of 7¢ per nile ee use of seivetely ade get 
| i owned car uhen‘‘such tode ‘of transportation is euencraeee OF asia 
STATINTL — approved as” being: more ‘advantageous: to ‘the Government. ke a e foe 
a ae oe 2. For extended Seviods of cannes uty in the ee i 
; ~ . United States » the following | schedule of rates shall apply: ee zs 
| ae | “Fart 60 days ~ $8. 00 
} : : Se ame ® Pe Pn ape 
Pe Pe ee ae ae , Seoond 60 days —- 6. 00 
, STATINTL : 7 : = -? mitnd 60 days = 2. 00 


beh Ss ieaenns of 10 dee or. ‘less shall not be doiaidered as eoeere the o a 
“3. continuity of temporary” ‘duty | 


3, The per diem and izene rates sat, forth hercin are the ethan ee aie 
allowable and officials authorized to issue travel orders will reduce the. 
_ stipulated rate whenever available information indicates that the maximum: ne 


patos will exceed the necessary official’ traveling expenses, The requests. “ ‘ 

: _. dng and approving officials of each or anizational unit concerned: should:. fs 
be in a position to justify the rate(s)’ requested, Pending the ‘completion. eet ae 

of a study now’ in progress and the asscmblage of experience data;. the. Appro~ , afl 


val of the request by the initiating office: shall be deomed a cortificate.., 
.. that the wetats) stipulated in the request: are not in excoss of. the. amount(s) 
normally. required to mect the necessary. official travel ee al oe pees ; 
tion(s) listed and under the cirounstances: ee 


i 
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aa eS eee MAXIMUM ATM 
LOCALITY PER DIEM RATES ; LOCALITY PER DIEM RATES \ 


ween tp eee 


{ 
Afghanistan — $ 6 00" Netherlands + # 10,00 
| ' Andorra . , . 10,00 | Netherlands East Indies 12,00 a 
oes vc ustralia (250 0 be 6,00... Netherlands West Indies. . 10.00 ~ ia 
—. Austria . | 6,00 New Caledonia 7." G00" oe 
. Bahamas 12,00 New Zealond Os og | ~ 6,00 
Belgium | ; fai 12,00 225 cee pNomwaynn coc: oe ce 10,00 
Belgian Congo — 10,00 “Panama tstt~—~s 01 
| Bermuda 12,00 © Paraguay — : : 6,00 
Brazil 0 ee ae sa 10,00. Pards, Eaenee wide? Sd Os ; 10,00 
British Honduras ee Ce tne B—QOO ee Perm s 2G 7 bane 6.00 | 
| British. Malaysia. ener te ye hOeOO ne ous “Philippines, a pepiitio pak 
Bulgaria = copes 8 000. eo except. Manila. Cee aaerk eb | 
| Burma . ; . 10,00 | Poland ean oo nb ; _ me 00. 
Ceylon eee oe 10,00 Portugal, except en se 
Ei Cyprus av ke Gy) 10,00... _.... Agores..and Madeira Islands 10,00 
‘ Cuechoslovakta 5 age GO ZOO! Fes Se _, Azores and” Madeira Islands 6,00 
Denmark oon ee cen de 0,00 me Rone, | Italy... eee ave 10,00 
Dominican Republic 10,00 Ruania ys 12,00 
. Egypt 10,00 Santos, Brazil vee 10,00 
| . Estonia wore: Ss. 98/00...» Ba0,,Paulo, Brazil 10,00 i 
ae Fiji Islands. fe ee OOO Shanghai, . China. | Pee 10,00 
1 _ French Indo China bss © DOGOO. “Society ‘Islands 6.00 
French Woee Indies: 6,00 Spain, except Canary Islands 10,00 
‘Germany - Sloat eta ie i100. 8 Canary Istonde . ...- 6,00 
Gibraltar = pg Be EH « e % 6,00. — Surinam: Ae 6,00. 
Greece | , 10,00 | Sweden ~°  0,00 
Greenland | | | » 6,00. _. Switzerland | | : 10,00 
Havana, Cuba | "22,00 © “Turkey - 10,00 
Haiti ~ 10,00... .. -Union of Soviet. Socialist | 
Hong Kong a | 10,00 Republics 18,00 
Hungary | | 4.00. | Uruguay 10,00 » 
Iceland — 10,00 ~ “Vatican City. 10,00 
 Ind§a 20 sd ee 10000).  Wenezuedan 18,00 
Iraq | ear t , 120,00... “Yugoslavia. SE ee 00 
Israel 7 15.00 Other Localities | oo 8,00 
Japan lh See arte det Be ete te ake" , 
| Koreas ooloco8  Cikw isco Sot oe 6,00. se a ee = a = 
3 Latvia: ae IB OO he eh ee ages ee 
Liberia: og oe nO QOD. Cacia ek lee ee eee 
3 Liechtenstein’: Fe 1000 ee 
Lithuania: " ao ek BOO ee OY 
London,: England ee eA OE OO Midd ttt i eae 
__ Luxembourg’ oe 2 end fe hg AD—OO 2 ey ee Red a 
Madagascar foe es fe, 6400 ea eee: 
Z Manila, Republic’: de Se hike ee ee ee ee eee 
~~ Philippines » ae 16,00 Cee abe ne ae 
“Mexico; except Mexcieo bcd” BN ee ey eta ae 
D Fe = ete eC Ye 6200 : 
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| ee a, The sboriatots of this Instruction aro effective 1 July 1949 and- 
= 
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ne At CS EOIN IRD EEE OCONEE CE POM EEN TE “ 


os ceo a 


| shall romain in effect. until revised regiilattone can be. ee on ae 


basis of further atudy and experience. 
| POR THE pier oF * CENTRAL INTELLIGENCE 


Captain, USN /’ 
' Executive — 


Attachment: 
Extract from Bureau of the  Budgot Circular A~7. 
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| Bator 


horeby nivendod to read "$9400", 


July. pete: pertaining to per diem allowance as reads "$8.00" is. 


DISTRIBUTION: A 


CENTRAL INTELLIGENCE AGENCY 
MP APACE CMa Dale Gags etre | 4 


ADMINISTRATIVE INSTRUCTIO oe ie ee 26‘ October 1949 : a 
: erat eee ee Af ef{sde 


SUB JECTS Trave 1. Allowances a 


So much of Adnini strative Tnstruction{_ dated 1 pant oe Be 4 


am 


FOR THE DIRECTOR OF CENTRA L i NTELLIGENCE | 


Captain, USN // 
' Executive / 


4 , a ae be okt be Group 3 


“Approved F For Release 2006/1 1106 “Cla ROPE seperti 0 


PP ee ee Nd : cote RESIRIGEED snc Aa cindedls 


RE a ate ag epee dae a Ge 


STATINTL =. a 
. — apimtsRAnTvE 3 INSTRUCTION - SS Pee Bei aes 
SrArINTL _ NUMBER - | | : ae . oe 
i ~ ae “SUBJECT: ‘Quarters, Cost of Living and Spec. al Foreign Allowances: 
/ STATINIL oo OIA Administrative Instruction dated. ves 


31 October ame, is. rescinded. 


" glovances and _Author ity. 


Allowance for quarters, cost: of living, or special: foreign 
Living ‘allowances will be paid employees having permanent station in 
a foreign country in accordance with Peover one Bureau of Budget: 
Cireular Ax8, ‘Parts A and Be : 
“2, Classification, Civilian employees will be. elossiste 

as follows: 


, ; a Group 2 


(2). Chiefs of Missions: bas other + pirtnedped : officers 
directly subordincte to Washington, De C. in: 


1 ce 2 a ae - grades CAF=13 or Pb or BDOVE. 


(2) Chiefs of Missions and ether principal officers: 
- directly subordinate to Washington, D, C., in’ 
grades below CAF=13 or Pe6 may receive the-allowe 
ance applicable to this Group if: ee 
authorized ae the. veer: . 


(1) eee in grodes CAF#13 or Pe6 or above who . 
ere not directly subordinate to Washington, D.C.. 


(2) tapteyees in grades. CAF-9 or Pe3 ond absve who : 
- are not covered by. Group 2. 


Bee trate A . 


ne oo Bisenitt ona ‘to Regul: 
oe ae Official. ‘Station 


22 oO “Quarters “Tiowaiae ‘Quarters: ai euanies: ‘to: personnel’ 
a from official station will be authorized as: 

220 follows: ‘upon: ‘subm£ssion: of ‘d ‘statenerit® approved: by © 

py > thes Chief of ‘the: Mission ‘that: employee. hes: nadntatned,: 

ooo. paid for, and not sublet quarters: ct. his ‘regulon, ‘post. 
ay Sone, oe ‘period ‘of absences 


~ RESTRICTED | 


recta annette a ARSE HES ASLAM TCD Hl QAMETSAIS RIAA ARAN ro pl nba id 


alr other employees ain » grades under CARA OF. re Ae : 


STATINTL: 


ee be : 


-RESTRICED 


- oc- 


"Sartore sees g (continaed) ane 
oe) Not to oxeced 90 ‘days auving Lapa absence ; 


under orders inclusive of any. approved. annual. : 


eaves” ‘If it is anticipated that temporary. 
‘duty will extend beyond 90 days, a. transfer of. 


of absonce with pay plus transit tine when leave 
vis. taken in the United States, 


(3), 


dn the public interest, 


official station should. be effected. 


Not to exceed. 90 days’ durine authorized leave 


During ree fron post. of assignment without 
pay on account of. illness or. beyond the period 


of leave with pay specified above, when the Dire. 


ector determines that such pep anence would ber 


laying and Special Foreign Livin ng fe owance. the’. 
living cllowance provided by Bu ‘Bureau of the | Budget | 


. Cireuler Aw8 for personnel permanently , assigned. to 
foreign stations wit be authorized ue eae eke 


ae 


status, to: 


? (2) 


Personnel with family previded fontty ‘doen, = 
not pecenpany employee... 


Personnel without family dubing: any trip of 


: less a 24, hours rd se 


“Ra HL ELLENKORTTER os ge 


cae Oe Recor Admiral, USN 
_ Director of eh aiadoer Intelligence 
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gunners, cost OF se SAU SPBOT, L FOREIGN LIVING ALLOWANCE ES 


ee ee ene ne RE OE TRIES SRE PEE EN SOME PEAT RS 


1, there specifically authorized or approved, quarters ii owaticees eet | : : 

: of Living allowances, or special. foreign living allowances shall be paid oO ; : 
chase employees having permanent station ina foroign country.’ Such aloe : 

| ances shall be paid in accordance with tho provisions of Burcau of the Budget 

| ‘Circular A-8, Parts A ang Be ih . | 7 ‘ es ” A 
; / : wee For the purposes. of paragraph 6 of Part A, civilian employeos will 
| be classifi ed ‘as follows:. : 

. i. “Group 2. Chief of sidsaione and other principal officers dir- ; - - 

& ectly subs alate to Washington, Dec; (Unless otherwise approved | 

. by he Director, these officials will fall ‘in grades CAPr~13 or P P-6 : 

or above. Employee es in those grades who are not directly subordi- a. : ” oy 

| | nate to Washington are listed in Group 3); ee i , : - 

| Group 3. Technical and professional enployees with grades of | : 
| LF-9 or P=3 or ‘above and not covered by Group Do, 
Group he “Aad othe omloyves with grades under CAFS 9 or P=3., 

= : 

/ : Lieutenant, General, USA. 4 ; 

be peer hot CIG.: 
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RESTRICTED 


CENTRAL INTELLIGENCE AGENCY 
Washington, D. C, . 


ADMINISTRATIVE INSTRUCTION _ " 9 February 1950 


SUBJECT: | Travel, Allowances, and Related Expenses 


-RESCISSION: Paragraph 2 


_ Paragraph 2, Administrative Instruction| _| dated 6 January 1950, 
is amended to read as follows: 
“a. Overseas and territorial allowances will be paid employees 
in accordance with the provisions of applicable regulations issued 
by the Department of State and the Civil Service Commission, except 
as otherwise specified under the provisions of Executive Order No, 
10100." . 


No te 
No. (1) (2) (3) * # eH | 
| "(4) (a) In each case where m emleyee stationed at a foreign 


post where a post differential payment is authorized is absent | 


on a temporary duty or leave status, and intent at time of 
departure, as indicated by official orders y is that the ea- 
pleyee shall return to such post immediately upon the expir- 


ation of temporary duty and/or leave peried, payment of the 


_, post differential shall be continued during the period of 
temporary absence. a . ce 


"(b) Such payments will terminate immediately upon deter- 


mination at any time during the period of temporary absence 
that the employee will not return to his former post. | 


"“(c) Fereign post differential payments will be termi-_ 
nated at time of departure from such posts. in all cases 
where the intent is that the employee will not return thereto 
immediately upon completion of. a temporary duty and/or leave 
period. ee sel * Arg 


—_“@) The effective date of this authorisation ig retre- 
active to ae January 19h9.4 ; | ee 


Re H. HILLENKORTTER. 
Rear Admiral, USN 


| Director of Central Intelligence 9, 
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| - eee RESTRICTED 
ae CENTR/L INTELLIGENCE AGENCY , ‘ | 
Ae nee as: ae Mashington, D, C, ; a4 eS 
ADMINISTRATIVE INSTRUCTION | - 9 February 1950. 
SUBJECT: _ Travel, Allowances, and. Related Expenses 


RESCISSION: A Paragraph 2 


: at" Bararraph 2 » Administrative Instruction[ | dated 6 January 1950, 
|e" is amended to read as follows: 7 | 2 oe 


"a, Overseas and territorial allowances will be paid employees . 
a 7 “7°. in accordance with the provisions of applicable regulations issued 
. _ by the Department of State and the Civil Service Comission, except 
as Otherwise specified under the provisions of Executive Order No. 
Loco." : ee | 


Wb, ee 


Se Se NOR AY (2).G) a aemes 
"(4) (a) In each case where m employee stationed at a foreign 
post where a post differential payment is authorized is absent 
on a temporary duty or leave status, and intent at time of 
departure, as indicated by official orders, is that the en- 

ployee shall return to such post inmediately unon the exnir- 
ation of temporary duty and/or leave period, payment of the: 
post differential shall be continued during the neriod of 
temmnorary absence. . 


"(b) Such payments will terminate ‘mediately upon deter- 
mination at any time during the period of temporary absence 
that the employee will not return to his forner post, , 


"(c) Foreign post differential payments will be termi- 
nated at tine of departure from such posts in all cases. 
where the intent is that the employee will not return thereto 
immediately upon completion of a teinporary duty and/or leave 
“period, a oe by ee 


en re a ET ELISPOT NI TE POESS DEM ee ea ene 


ni "d) The effective date of this authorization is retro; eee | 
gy BCbive. tol January 199." a eee - 


ie - STATINTL ee : 
. ee i Re H. HILLENKOETTER - 
i Rear Admiral, USN ie 
_ Director of Central Intelligence 
“AES DESTRTBIMION: Ao oe eo ee : oe | 
UP eo. a RESTRICTED: (eer ee 
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CENTRAL INT SLLICENCE AGENCY. 
Washington, D.C. 


ITATINTL ——ADUINISTRATIVE INSTRUCTION, = | 9 February 1950 


| 


STATINTL 


NO. 
SUBJECT: Travel, A TeuEN eS) and Related Expenses 


RESCISSION: Paragraph 2 


Saeieah 2, funtaietrative thebrueveen [ Jaatea 6 January 1950, 
is amended to read as follows: 


4 la, Overseas. and: territorial allowances will be paid employees 
in accordance with the provisions of applicable regulations issued 

by the Department of State and the Civil Service Commission, except 
as otherwise specified under the provisions of Eeoculive Order No, 

10100." 


tb, HH WH 
tte. (1) (2 ) (3) % HH 


t(h) (a) In each: case where on employee stationed at a foreign 
post. where a post differential payment is authorized is absent 
on a temporary duty or leave status, and intent at time of 
departure, as’ indicated by official orders, is that the en- 
ployee shall return to such post immediately upon the exnir- 
ation of temporary duty and/or leave period, payment of the 
post differential shall be continued during the reriod of 
temmorary absence. 


"(b) Such payments will terminate immediately upon deter- 
mination at any time during the period of | temporary absence 
that the employee will not return to his former pest. 


~"(c) Foreign post differential payments will be termi- 
nated at time of departure from such posts in all cases 
where the intent is that the employee will not return thereto 


immediately upon completion of a temporary auey and/or leave 
period. 


'd) The effective date of this authorization is meres 
active to 1 January 199." 
STATINTL 
R. H. HILLENKOETTER 
Rear Admiral, USN 
Director of Central Intelligence 
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CENTRAL INTELLIGENCE AGENCY 
Washington, De Co 


ae ADMINISTRATIVE INSTRUCTION 7 | 21 February 1950 _ 
‘STATINTL . . aan 3 ie 
| SUBJECT: ‘Travel, Allowances, and Related Expenses 
STATINTLE | | —— 7 | 
ee oe Administrative Instruction! ___| dated 6 Javaary 1950, is 
. amended by adding paragraph 6 thereto as indicated below, and renum- 
om bering the current paragraph 6 as paragraph 7: i | 
| - 6, Use of Taxicabse a. When it has teen definitely deter. 
oe — _ mined that government transportation will not be available 
Poy te 2 within a reasonable time, reimbursement for the use of taxi- 
oe -  Gabs for official business by Agency employees may be author= 
| tet at «ng Gy 1k ized by Assistant Directors and Staff Chiefs or their deputies 
7. yea . . under the following circumstances: : ee 
| “(1) To meet urgent. fixed appointments. 
| _ oye "(2) To transport unusually bulky documents or 
1 bis delicate or cumbersome equipment, provided there is 
\ an urgent immediate need. : Z 
‘es | ata Me Reimbursement vouchers will include adequate cae 2 
| STATINTL  gtatements of justification in each case. egies : 
i . woe ds 
a vise, "c. The use of taxicabs for of ficial business in the | [|] 
i weeeriqcon _ Washington area is considered generally unnecessary in — 
ie Was view of the availability of public and official mans of 
transportation. Certifying officers will review reimburse~ 
‘ment vouchers for taxicabijfares with great care to insure 
| that justifications given completely support the fact that 
! | no other means of transportation was reasonably available. 
a ee dy The usb of taxteabs while in a travel status will : 
a | be governed by the provisions of Standardized Government : 
ple, : Travel Regulations." | ae ‘ 
: ' | | 
ee a Re He HILLENKOETTER aN a 
i Rear Admiral, USN | MY as aoe : 
. Director of Central Intelligence iy 3 
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ADMINISTRATIVE INSTRUCTION fig a ttel ethetidty aad : 
te ee eee" eel, shor sa ae | 


ie "SUBJECT: ra promis, ost i aie | 
tee ‘Administrative tnsteuction{___] dated 6 January 1950 is 
' | chandad by adding paragraph 6 thereto as indicated below, and renumbering 
' | the current paragréh 6 as paragraph 7 
i Ge | Use iof Taxicabs. ae When it has been definitely 
| ot ned that ee trahepoetckion will not be available 
, with a ea: cnatls time, reimbursement for the use of taxicabs 
i. for of ficial business by Agency employees may be authorized by 
? Assistant | Diseetors and bate Chiefs or ee dez~ ‘ties under the : | 
: fia circumstances 7 as | | | Sots - oo 7 | oe 
: ; " To meet urgent Pixed appointments | | | ' 
' | " (2) To transport unusually bulky documents - | i 
or delicate or cumbersome equipment, provided we’ 4 | 4 


there is. an urgent immediate needs 


De. Reinbursenent vouchers will include adequate | . 


{ 
ef 
chokes is of Justifteation in each cases 


BENCH pp ke Gis prea rasta 


eSeh secksprias & 


aN Co The use of ‘taxicabs mle in a , travel status 


STATINTL = ee wil be governed wy the provisions of Standardized 
L STATING: oe. # =. Governnent Travel Regulation3.™ 
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: Director of Central Intelligence, 
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CENTRAL INTELLIGENCE AGENCY 
Washington, De Ce ; 


- ADMINISTRATIVE INSTRUCTION oo at 21 February 1950 
Ne. 3 yee | ie Poa 7 - 


"SUBJECT: ‘Travel, Allowances, and Related Expenses 


Adninistrative Instruction[ | dated 6 Jamary 1950, is 
amended by adding paragraph 6 thereto as indicated belcw, and renun— 
bering the current paragraph 6 as paragraph 7: 7 Ges 


16, Use of Taxicabs. a. When it has been definitely deter- 
mined that government transpertation will net be available — 
within a reasonable time, reimbursement for the use of taxi- 
cabs for official business by Agency employees may be author- 
ized by Assistant Directors and Staff Chiefs or their deputies 
under the following circumstances: _ no 


(1) To meet urgent fixed appointmentse 


N(2) To transport unusually bulky decuments or. 
delicate or cumberscme equipment, provided there is 
an urgent immediate neede ; 

Ub, Reimbursement youchers will include adequate 
statements of justification in each case. 


Ne, ‘The use of taxicabs for of ficial. business in the 
‘Yashingtcn area is considered generally unnecessary a 

view of the availability of public and official means of. 
transportaticn. Certifying officers will review reimburse- 
ment vouchers for taxicak.fares with grest care to insure 
that justifications given completely surport the fact that 
nc other means of transportation was reascnably availablee 


td. The use of taxicabs while in a travel status will 
be governed by the provisicns of Standardized Government 
Travel Regulations." 


te H. HILLENKOBTTER 
Rear Admiral, USN ; 
Director of Central Intelligence 
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CENTRAL INTELLIGENCE AGENCY 
Washington, Ds C. 


1 ADMINISTRATIVE INSTRUCTION | 89 February 198000 
TATINTL NC... | ‘i a ig. se | See eae *% 


SUBJECT: . Travel, Allowances, and Related Epenaes 


LE Administrative Instruction C..] dated 6 January 1950, is eat . | 
amended by adding paragraph 6 thereto. as indicated below, and renum— 
bering the current petaereph: 6 as paragraph 1: 7 | SS 4 


"Ge: Use. of Taxicabs. a» When it has been definitely deter= > | i 
mined that government transportation will not ke available a 
within a reasonable time, reimbursement for the use of taxi- | 4 
cabs for official business by Agency employees may be author- 
ized by Assistant Directors. and Staff Chiefs or their deputies. 

under the following circumstances: 


"(1) To meet urgent fixed appointments 
"(2) To transpo7t unusually bulky documents or ae ae 


delicate cr cumbersome equipment, provided there is 
an urgent immediate need. 


tb, Reimbursement vouchers will include ese tnate 
statements of justification in each case. 


“c, The use of taxicabs fcr official business in the 
Washingtcn area is considered ganerally unnecessary in 
view of the availability of public and official means of 
transpertaticn, Certifying officers will review reimburse— 
ment vouchers for taxicak.fares with great care to insure 
that justifications given completely suppert the fact that 
~no other means of eeepes beuecn was reasonably available. 


"d, The use of taxicabs while in a travel status will 
be governed by the provisions of. Standardized Henao 
Travel Regulations, !! 


H. HILLSNKO ETTER 
ae Admiral, USN 
Director of Central sa ce cs 
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SSTATINTL: 
. SUBJECT: Travel - 
Paragraphs (0) and (a), of Paragraph 1 ¢ (1) are amended to 
read as follows 3 | 
7 Xo) Executive in cases of Steff Chiefs or Assistant Directors. 
ia (a) Chief, Administrative start when-travel-ebrout-is- involved 
/ 
{ “iva when request hee a overseas tpalevoxtati ou of automobile." 
\ We ‘) f whe Lode Aste thd AD a LA, Pris ee Aaa Arraved abittdl Berth ne 
4 a f Pos ee 
\ inp ry Leib» 
ns | FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 
SN : 
, UBB: a = nee 
: Adm Inste ae Dated b dav I9s0 
STATINTL 


Sigh Te () (c) and(d) are ‘ sstdad ean 
Avot he Flowing sechins Are t be inserted; 


—(m) Ree Dir for. ous Abreeaed OL ts, 
@) Cree 8: 


© Chief, Adm Staff when oo pa) tere a 
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"CENTRAL INTELLIGENCE AGENCY 


Weahington, D.C. oe. ae 


ae ADAENISTRATIVE TNs ON ae gly ag gol 
/ SUBJECT: 7 . ‘ne, em ae Rom a. Se ee 


 RESCISSIONS: Paragraph 1c(1), sections (c) and (a) of Administrative 


Piece ris dated 6 January 1950, are rescinded 
and the foliowing sections are to be inserted: 


(ec) Chief p Adminiatrative Staff » When a request 
includes overseas ‘transportation of ae 


(a) ‘Pevscuani Director for travel abroad on 
temporary. duty : 


(ee). “Executive in cases. of. Assistant Directors or 
Stat? Chiefs. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


Acting Executive 
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“CENTRAL INTELLIGENCE AGENCY 
eMeshington oD Ce . 


ADMINISTRATIVE pa ep te 


27 July 1950 

} ‘Travel >» Allowances. ; and Related Expenses. 

_ RESCISSIONS: “Paragraph ict 1); “pections (ey: and (a) of ‘saieiniate ative: 
a. ... Instruction ‘dated 6 January 1950, are rescinded 


and the. follow ng sections are to be sya 


~ (c) Chief, Administrative Staff, when a request 
includes overseas transportation of automobile. 
(4) Personnel. Director for travel abroad on 
temper ney: dutys ? iy 


y 


(e) Peeve ae ‘cases of Assistant Directors or 
Staff Chiefs. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


Acting Executive 
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f ac ‘euesecn;. ‘Travel, Allovances, and Relatea Expenses. | : 
2 RESCISSIONS: Paragraph’ le(i). “aa. ions (ec) ana” ( ) of. Adminieth ive” | 
| eae ee ts a 2 Instruction dated 6 January. 1950, are reseinded A 
} atau a and the folowing sections are to be inserted; iF 
(c) Chier, Adninistrative Staff, when a request. 
includes overseas transportation of eunomobt le. 
(a) Personnel Director for travel. abroad on 
ty eke ; op oe ; 
_(e) Executive th: cases of Assistant Ditectors or 
‘Staff Chiefs. 
FOR THE DIRECTOR OF CENTRAL wnt acing 
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| ADMINISTRATIVE. INST OF gue 12 January 1951 4 
| 3 NO. 0 hie ak ; 4 
‘ | SUBJECT: Travel, Allowances, and Related Expenses, — ae He wet fe ae | 3 
: STATINTL | . . " | | 


"Pending revision of Administrative Instruction[ _] dated 
6 January 1950,. paragraph 3.e.. thereof is changed as follows: 


"3, e,. Travel expenses and transportation costs incident to 
the removal of the members of the immediate family of an. 


officer or employee of the Agency and his furniture and : | ee : q 
household and personal effects, including automobiles, from = ee 4 


a post at which, because of the prevalence of disturbed | a 
conditions, it is determined by the Assistant Director con- Me is ot 4 
cerned that the evacuation of dependents is appropriate;  —siy. EB 
and Whe return of such persons, furniture, and effects to 
such post upon the cessation of such conditions, or to sueh 


SPELL pre pn Na TET le Tp SCE SERIE Ppa ete ee 


other post as may in the meantime have become the post to | . 4 
which such officer or employee has been assigned, Facts - : : 4 


concerning the necessity for the move must be clearly set . 
forth ‘in.the request. for or approval of travel. — 


reeeerpeerwenrter 


bie Assistant Directors may delegate to appropriate subordi- 
nates the authority: to authorize or approve the evacuation og 
of depandents where, because of disturbed conditions, there . a 


is imminent danger to life and property," 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: in | ae 4 


MURRAY MeCONNEL 
Deputy Director 
SP (Administration) 
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| Bee. Travel expenses and transportation costs incident to the removal ; : | 
of the members of the immediate family of an officer or employee of H 
_ the Agency and his furniture and household and personal effects, includ- ; 
| ing automobiles, from a post at which, because of the prevalence of : 
| disturbed conditions, it is. determined by the Assistant Director con= 
cerned that the evacuation of dependents is appropriate; andthe re~ : 
turn of such persons, furniture, and effects to such post upon the | i 
cessation of such conditions, or to such other post as may in the | 
meantime have become. the post to which such officer or employee has hea 
: been assigned. Facts concerning the necessity for the move must be = ne : 
clearly set forth in the request for or approval of travel, oe | | 
f. Assistant Directors may delegate to appropriate subordinates the => Mae 
authority to authorize or approve the evacuation of dependents where, a 
because of disturbed conditions, there is imminent danger to life and : 
| ‘property. — ; a nee : 
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Ei ADINISTRATIVY INSTRUCT TON we 12 January 1951. a 2, oe 
| STATINTL | 7 aa | | , Z oe ats a oe 
_ SUBJNCT: Travel, Allowances, and Related Expenses, : 
. = Pending revision of Administrative Instruction] __|dated- ee Peete ae 
HSTATINTL 6 January 1950, paragraph 3.e, thereof is changed as follows: _ 
"3. e€. Travel expenses and transportation costs incident to : 
: “the removal of the members of the inwediate family of an. j 
f officer or employee of the Agency and his furniture and — { 
household and personal effects, including automobiles, from. ‘ 
q a post at which, because. of the prevalence of disturbed as ee 
: conditions, it is determined by the issistant Director con= — cs a 
-cerned that the evacuation of dependents. is appropriates; t 
and the return of such persons, furniture, and effects to : 
H such post upon the cessation of such conditions, or to such { 
4 other post as may in the meantine have become the post to 
Ro which such officer or employee has been assigned. Facts i 
7 concerning the necessity for the move must be clearly set ' 
q forth in the request for or approval of travel, : 
f =o o£, Assistant Directors may delegate to appropriate subordi~ : 
= nates the authority to authorise or approve the evacuation : 
of dependents where, because of disturbed conditions, there : 
is imuinent danger to life and property," 2 : 
{ 
’ : : as 
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| Yashington, D.C.) : 
es AUINISTRATIVG THOTRUCTTON 12 January 1952 | | 
statinte Oe i: as os a 7 / oes | 


SUBJECT: Travel, Allavances, and Related Expenses, 


STATINTL - on : = a oe oo hk 
ean Pending revision of Administrative. Ins structionL___] dated - re 
6 January. 199 0, paragraph 36 Ce thereof is chang wed as follows: eee, Se ees 4 


N30. Ce Travel expenses and ceandpontatibe paste incident: to pies Reg oe: 
the removal of the members of the immediate family of an 
officer or employee of the Agency and his furniture and 
household and personal effects, including automobiles, from 

a post at which, because of the prevalence of disturbed 
conditions, it is determined by the Assistant Director con- ie “ 
cerned that the evacuation of dependents is appropriate; | 4 
and the return of such. persons, furniture, and effects to — 7 
such post upon the cessation of such conditions, or to such oe : 
other post as may in the meantime have become the. post to - fey 4 
which such officer or employee. has been assigned, Facts Ce. i 
concerning the necessity for the move must be clearly set “4 
forth in ‘the request for or approval of travel. es pak 


£, Assistant Directors may delegate to appropriate subordi- 
nates the authority to authorize or approve the evacuation 
of dependents where, because of disturbed conditions, there ‘e 
ee . is imtinent danger to life and property," : 3 
i i 
| 
| 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. Cc, 


7 : Bask 
| 


ADMINISTRATIVE INS Bas. PAE 16 January 1952. 
“STATINTL © NO, es 7 | | 
_ SUBJECT: Travel, Allowances, and Related Expenses, | , 

‘STATINTL RESCISSION: Administrative Instruction| dated 12 January 1951, 


oss _, Pending revision of Administrative Instruction [___|aated 6 Jane 
STATINTL Uatty 1950, paragraph 3.6. thereof is changed as follows: res e 


"3. @. (1) Travel expenses and transportation costs 

pe . incident to the removal of the members of the im- | 

mediate family of an officer or employee of the 

ae | Agency and his furniture and household and personal . 

effects, including automobiles, from a post at . 

é Which, because of the prevalence of disturbed con~ 
ditions, it is determined by the Assistant Diree= 
tor concerned: that the evacuation of dependents is — 
appropriate; and the return of such persons, fur~ 
niture, and effects to such post upon the cessation 
of such conditions, » a to such other post as may — 
in the meantime have become the post to which such 
officer or employee has been assigned. Facts. con= 
cerning the necessity for the move must be clearly” 
set forth in the request for or approval of travel, 

_. (2) Assistant Directors may delegate to ap- 

propriate subordinates the authority to authorize 

or approve the evacuation of dependents where » be= 
cause of disturbed conditions, there is imminent 
danger to life and property, ! 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


MURRAY MeCONNET, 


| Deputy Direetor i ee 
ee, (Administration) oe > 
DISTRIBUTION: No, 3 6 | _ 


RESTRICTED 7 | SS 


a ae 


Approved For Release 2006/1 4/06 CIA-RDP81-00728R00010001 0039-0 


} ae i 

RESTRICTED. | "e Set { 

CENTRAL INTeGLicaNcs acecy = | 

Washington, D. v, ioe : fs oa Ue 

ee | 
STATINTL 


ADMINISTRATIVE INSTRUCTTom : 7 16 January 195. ae 
NO, : aa tg td | Sg eS 
SUBJECT: Travel, Allowances, and Rolated Expenses. | 

STATINTL | RESCISSION: Administrative Instruction[ sated 12 January 1951," 


' 


| STATINTL -Periding revision of ‘Administrative Instruction [ ated 6 Jan ar 
eee uary 1950, paragraph 3.e, thereof is changed as follows? oa 


"3. e. (1) Travel expenses and transportation costs 
- dneident to the removal of the members of the im- 

mediate family of an officer or employee of the 
Agency and his furniture and household and: personal. 
effects, including automobiles, from a posh at a 
which, because of the prevalence of disturbed con— oe 
ditions, it is determined by tho Assistant Direce 
tor concerned that the evacuation of dependents is 
appropriates end the return of such persons, fur 
niture, and cffects to such vost upon the cessation 
of such conditions, or to such other post as may 
in the meantime have become the post to which. such 
officer or employee has been asSignod, Facts con~ 
cerning the necessity for the move must be elearly’ 
set forth in the request for or approval. of travel, 


(2) Assistant Directors may delegato to ap- 
_ propriate’ subordinates the authority to authorize 
or approve the evacuation of dependents where, be-. 
cause of disturbed conditions, there is imminent 
danger to life and property," : : 


. FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 
STATINTL. 
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CENTRAL INTELLIGENCE AGENCY a 

Washington, D. O > oe oe 

STATINTL | io of Bit, tai | - - : nate 
ADSINISTRATIVE TNSTRUCETON 16 January 195. aA 


SUBJECE : Travel, Allowances, and Rolated Expenses. 


STATINTL | 7 
| RESCISSION: Administrative Instruction fe 12 January 1951, 


|| STATINTL : Pending revision of aminaeinative ast ewotion L aated 6 Jan- 
i wary 1950, peeEr OE 2 2c» thereof is changed. as follows: 


"3, @, (1). Travel expenses and transportatien costs : 
incident to the removal of the mombers of the im- | ae 
mediate family of on officer or employee of the _ 
Agency and his furniture and household and personal 
effects, including automobiles, from a post at . 
mich, because of the prevalence of disturbed con- ie es te 
ditions, it is determined by the Assistant Direc- | , 
tor concernad thet the evacuation of dependents is © : 
appropriates; end the return of such persons, fur- : ‘ 


niture, and effects to such post upen the cessation . ae 
of such conditions, or to such other post as may ci : 
in the meantime nave become the post to which such - i. on 


officer or employee has been assigned, Facts cen- 
cerning the ee for the move must be clearly’ 
set forth in the mequest for or approval es travel, 


(2) wee ant Directors may setesae to ap= 
propriate subordinates the authority to authorize 
or approve the evacuation of dependents whore, be= 


cause of disturbed. conditions, there is. _inminent 7 
danger to life and property," “a 
Bee POR THE DIRNCTOR OF CENTRAL INTELLIGENCE: 
STATINTL 
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Washington, B.C. 2 
ADMINISTRATIVE INSTRUCTION 83. January 1951 
NO. 
ye | ; : } By aes 2 
" SUBJECT : ‘Travel, ee ahstae » and Related Expenses 
© STATINTL aca oe | . 
i " Pending revision: of: Adniaietrative es 
[- 6 January 1950, that portion of the Instruction concerning @ issuance 
re of pene? Orders is hereby amended to provide: 
E 8. Transportation Division, Aauaeaaerattes Services Office, 
E instead of the Fiscal ea will issue all travel Grders : and 
ie amendments thereto. ; 


oo ‘Requests for eaner orders, or anendments thereto » other 

ke es than those issued by Chiefs of Missions, shall be prepared in. 

ie | duplicate. Both copies will be submitted through proper channels 
vid, ~¢ . to the transportation Division , “Administrative Services Office. 


FOR HE DIRECTOR OF CENTRAL INTELLIGENCE: 


MURRAY McCONNEL 
Deputy Director . - 
| (Administration) . ; an ie 
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~ STATINTL. The widersigned concur in the attached proposed amendment — 
re ‘to Administrative Instruction[ ——_|, dated 6 January 1950. 
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REMARKS: For immedigte is suance : 


In view of the several revisions already 
existing to Admin. Inst itis suggested tha 
the entire Admin. Inst. @ rewritten incor-. 
porating these changes. 
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alr: oo CENTRAL INTSLLICENCE AGENCY. Pagan Ww : : 
| STATINTL > Washington, D. C. ae Kt oe, 4 


DRAFT Me 
2: December 1950 ; 


| sa anc ; | 


Administrative Instruction dated 6 Jamary 1950, is amended as 
follows: | — | 


te 


“ADMINISTRATIVE INSTRUCTION 
NOs : a 


SUBJECT; Travel, Allowances, and Related Expenses 


i. Paragraph 1.b.(1).is hereby amended as follows: 


(1) Travel orders will be issued by the Transportation Branch, 
Administrative services (pane, except as otherwise stated, 


26 Paragraph 1.c.(1) is amended as follows: 


, (1) Requésts for bravel orders, or amendments thereto, other | 8 
than those issued by the Chiefs of Missions, shall be prepared in ns 
duplicate. Both copies will be routed to the Transportation Branch, 


Administrative Services “pee 
3. Paragraph ie.) sections (b) and (c) are rescinded and the 


following substituted: | | ) | | 


save Biewe 
(ojpcauer ere Ceres in cases involving permanent change of : 
station or travel to first post of duty abroad. | | | 


(c) Chief, Administrative Services, when a request includes overseas: He gti, 
transportation of automobile. : i. 


le Paragraph i.c.(2) is amended as follows: 


oa (2) Personal action of each forwarding official must be indicated 

a . on the request. Requests for domestic travel will be submitted in . 
sufficient time to be processed and reach the Transportation Branch, 
Administrative Services BAEBESS at least 48 hours prior to the planned . 
departure ‘time. Requests for foreign travel should be submitted 60 days 
in advance of planned date of departure. | - 


ip Deak se ane nl “als 


Spite 


5. Paragraph lec.(3) is amended. as follows: 


(3) The Transportation, Branch, upon recommendation of the Chief, 
Administrative Services, may issue monthly blanket travel orders for 
truck drivers engaged in repeated official trips and arrange for 
periodic submission of travel vouchers covering such repeated travel. 


wee, 
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6. Paragraph 1.d.(3) is amended as follows: 


(3) Issue necessary travel orders and verify that security 
clearance, physical exanination, immunization, passports, visas, 
and theater clearance have been obtained before releasing the 
tickets or Transportation Request to the braveler. — 


ee Paragraph lees is amended as follows: 
Ce Arméd Services Personnel. 


Armed Services personnel performing temporary, duty travel or 
travel in connection with a permanent change of station for the benefit 
of the Agency will be reimbursed for per diem and. travel costs in 
accordance with the travel regulations of the Armed Servicese Upon 
‘receipt of travel requests approved by the Transportation Branch, 
Administrative Services aa, the Military Personnel Branch, 
Personnel Distgton, will issu appropriate travel orderse Two certified 
copies of the orders will be forwarded to the Fiscal Branch, Finance 
Division. é ae pane 
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SUBUACE: Travel, ALLowences nnd Related ixpenser 
‘STATINTL 


Pending rev 


Lon, of ‘Adina Deo Lve InetructionL____] dated: 9. °° . 4 


Lah : 
6 January 1950, that portion of the Instruction concerning the issuance 3 
of travel. orders: is hereby amended ta pr rovide: ota . 4 


She transportation Div Laton, Aduwinistrative Services OF: Loe oye 
inotead of the Fiscal Divisius ' “whl issue aA travel orders and ee SPS 


onendnents thereto, 


b. ee Pon! eave cadens, or anondnente therete, other 
than those issued by Chiets of Missions, shall be ywepared in 
unt cae. Both ovies wiil ve subidtled through proper channels. 
wo the hy anspor be “bion Division; Adninintrative Services Oltice. 
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SUBMICT: ravel, Allowances, and Related Expenses 


“STATINTL 
oe ea Pending revision, of ‘Adminis tretie Tastruction[ | dated 

) January AQ5°, that portion of the Tus truction concern: ng the issuance 
ie braves ordars 4g hereby amended to provide: 


-O. Sia snortation Divis a eee: Adininistr ative Services Oftice, 
instead of the Fiscal Division, will issue all travel orders and 
aS HaME NOG thereto, . ae vb 


b. Reques' bs fox travel orders, on amendnents. thereto, other 
than thoge 4 .ssued by Chiefs of Missions, shall be prepared in 
char Leate. “Both copies will: be submitted through proper channels 
“Su the Transpor bation Division, “Admini strative Services Office, 
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: Chief, Administrative Services: 


SUBJECT: Amendment of poracranh G of Dellepation of authority 


netea 1 December 1950.: oy , © gag aig 


REFE ERENCES ES: 


“Memorandum from Executive Officer, ‘Special Qneratdons, Acted: 
i January 1951, to Chief, Administrative Services, subject, 
"Travel OMgens for Field’ fave lis 


Services, subject, "Issuance of Overseas travel Orders by 
Chiefs of Field Stations", 


In view of the facts stated in the ‘above referenced — 


LS aty 


UNITED STATES GOVERNMENT 


DATE: 2h; January 1951 


Memorandum from Chief, Transportation Bratich, Administrative 
Services, dated 12 January 1951, to Chief, Administrative 


memorandums , it is recommended that paragraph G of the Delegation 
-. of Authority dated 1 December 1950 be amended to delete the words 
"within the theater" and that the extended authority thereby 
granted to chiefs of missions and ‘of independent stations be 


Atts: Referenced 
Memos 


“Coneurred in: 


General Counsel 


exercised subject to the limitations set forth in paragraph li 
(of the memorandum dated 12 January 1951 from the 
portation Branch to the Depiy Chief, Adm 
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4 January 1961 


MEMORANDUM FOR: CHIEP, ADHINISCRATIVE SERVICES 


SUBJECT: — | “Travel, Orders for Field Travel 


Ll. Reference is made to your memorandum dated 22 December 1950 7. 
negardine the issuance of travel pEaers. = uses i 


2. In connection with the new wp adedusen’ we would like to point | . 4 
out that a cause of considerable confusion and retroactive action is is, 
the present limitation upon the chiefs of foreign ng stations 
permitting them to authorize only travel within an "operational area," fe 7 
generally defined as the country to which assigned. The problem stems, me Fe 
from the unavoidable delay in communications. For example,» it isnot’ « 
uncommon that a simple exchange of correspondence with ° a field station.” 

“in ae may peduane. from ee to BIG days. ae: 


ped 
vey 


3.. For this reason, we now recommend a further dev ouation a a ae } 
your, office which will permit this office to issue appropriate ins). 4. 9° . : 
structions to chiefs of field stations permitting thom to authorize. 
travel without regard to area limitation, but within appropriate ~ 
operational controls. Such operational controls will require that © 
chiefs of field stations obtain clearance by brief cable from the 
appropriate branch chiefs in bas 


4, This authority is incendie’ only for ‘special temporary duty a 
missions to other operational. areas and does not contemplate travel 
to or from the United States or Permanent Change of Station travel, . 
which must be approved in advance by headquarters. . “aa 
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; Office Memorandum ¢ UNITED STATES GOVERNMENT 


TO ; Deputy Chief, Administrative Services. DATE: 12 January 1951 
FROM: Chief, Transportation Branch © | , | | | 


sunject: Issuance of Overseas Travel Orders by Chiefs of Field Stations 


References Memorandum from Executive Officer, Special Operations, dated 
4 January 1951, to Chief, Administrative Services, subject, 
Travel Orders for Field Travel . ; ts 


i. The question of the issuance of Travel. Orders by Chiefs. . 
of foreign field stations has been thoroughly discussed with the 
Branches concerned, ths Comptroller » the Acting Chief, Finance 
Branch and others concerned, ae , 
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ye 
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2. At the present time, the delegation of authority authorizes 
chiefs of such missions or independent stations to approve temporary 
duty travel abroad » Within the theatre » of civilian employees whose 
official stations are located within that particular theatre. This 
has. generally been defined as being limited to the comtry in which | 
the mission or station is located, Investigation developed that 
there is considerable travel performed between theatres of operation 
and such travel in the past has been authorized by cable from the » 
controlling branch and in most cases travel was completed prior to 
the issuance of Travel Orders, which meant that it was just a question 

Of issuing confirmatory Travel Orders after travel had been completed, 


36 In order to. expedite the movement of temporary duty travel 


from one field of operation to another and eliminate the necessity 
of the issuance of confirmatory orders in Washington, it is recommended 
that paragraph G, of the delegation of authority, dated 1 December 1950, 
be ammended to delete the words "within the theatre", thus authorizing 
chiefs of field stations and their designees to issue temporary duty 


orders for employees without regard to limitations, 
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_ 4. It is understood that such travel will only be authorized 
after the chiefs of field stations obtain clearances by brief cable 
from the appropriate branch. chiefs in Washington, and that this. 
authority will be used only for special temporary duty missions to 
other operational areas and will not apply to travel to or fron the 


United States or Permanent Change of Station travel, 
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